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riierc’N  OIK*  your  iitiidciits  uant  from 

tiu'ir  scli<M»liiig:  a  chance  at  the  l>est  johs 
with  to|>  pay. 

I'hat’H  what  they're  prepared  lor  il  you 
teach  ihein  to  ttain>crilKr  Dictaphone  MMK- 
MAS'I'KK  dictating  tnachine  dictation. 

You  »ee,  more  and  more  iorward-l<M>king 
<  ()r|)«)ration.s  are  discovering  that  with  the 
world's  numl>er-one  dictating  inai'hine,  ctv'i'v- 
IhmIj)  get.s  more  done  more  easily — secretaries 
and  bosses.  In  fact,  transcription  with  the 


Dictaphone  transcribing  machine  has  lx:come 
one  of  the  basic  secretarial  skills. 

Uy  including  the  Dictaphone  Husiness 
Practice  (  lourse  in  your  curriculum,  you  help 
students  earn  the  Ccrtilicate  of  Proficiency 
in  Dictaphone  ri-ME-MASTEK  transcrijitiun. 

Dictaphone's  ScIkmiI  Kental-at-(  lost  Plan 
make.s  the  best  equipment  available  to  you — 
at  the  smallest  (iossihle  cost.  Included  in  the 
rental  is  a  complete  set  of  Dictahell  practice 
records  plus  other  educational  accessories. 


riic  Morclii  l>u'U|ilii)iir, 'riitic-Mjiilcr  iiml  lh(tfihfU  »tt  ii4(lr-niarLs  of  Dtciaphoiic  ('.orporatioii. 


DiclapSofla  TIMI  MASTCII  tttnsciibmi  machine 


Seiiil  for  full  «letuiU.  Write  Dictaplioiic 
(xrrp.,  Kiiuealioiial  Division,  Dept.  H\N'>I05, 
420  Ix'xiiigton  A\e.,  N.  N .  17,  .N. 


DICTAPHON  E 

CORPORATION 


TIME-MASTER -TRAINED 


WANTED: 

Dictaphone  TIME-MASTER- trained  secretaries! 
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Why  are  there  more  Royals  in  schools 
than  any  other  typewriter? 


I^KOM  a  classroom  i)oint  of  view,  Royals  are  easier 
P  to  teach  on  and  easier  for  the  student  to  learn  on. 
They  are  the  preferred  tyjK-writer  in  America’s 
classr(K)ms. 

From  an  administrative  iioint  of  view,  Royals 
stand  up  under  ruKK^'d  classrcHirn  use.  They  take  less 
time  out  for  rejiairs;  so  maintenance  costs  are  re¬ 
duced. 

As  for  service.  Royal  maintains  more  than  ‘XK) 
service  centers  able  to  ^ive  you  prompt,  efficient, 
accurate  help,  if  needed. 

RQBV 

STANDARD,  ELECTRIC,  PORTABLE  TYPEWRITERS 
Roytypax  bu«in«tt  tupplict 

Koyal  I)ivi«M>n  of  Ifoyal  McBof  ('or|«»raiii»n 


In  addition.  Royal  offers  free  insiructional  demon¬ 
strations  and  provides  students  and  teachers  with  a 
wealth  of  typing  anrl  t<  aching  auls. 

In  business.  Royals  are  prelen.fl  2'i  to  1  by 
jxsiple  who  tyjie.  It  all  acids  up  to  this:  you’ll  want 
your  scluK)!  and  your  typinji  classes  to  us<-  the 
VVcjrld’s  Numlx-r  1  Tyjx  writer! 


Royal  Typewriter  Co. 

School  Dept.,  New  York  16,  N.  Y. 

Please  have  a  Scliool  kepresc-ntalive  .irranxe  l<ir  a 
fiemonstration  of  ttie  new  Kny.il  'I  y|M  wril«T  wiihoiil 
obli|{ati(>n. 

Noma  _ _ 

School _ 

City  ,  _  Stofa 
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t'hiUdrlphii  23.  Fa  Kditonal  and  atacuUTf 
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SCRIPIKIN  RATF.S{  United  Stataa  and  Poaaea 
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I.epvright.  1933.  bv  the  Uregg  PublUhInc  Dlrlalen 
ef  the  McCran  Hilt  Bmih  Ce..  Inc.  Printed  in  tb# 
USA  Second-alaM  mail  privllefea  autberlaed 


at  Pbiladclpliia.  PcnnsrUania.  Indcicd  in  Tht 
ReJincri  /ndci  and  Th4  Eduimtion  tnd^x.  In- 
lonnation  and  data  in  the  *’Buaioe«a  Scene'* 
are  abMraded.  with  permieaioa,  from  Buimeti 
ITecA.  Ihe  magaiina  of  buaitieaa  aiecutlvea,  and 
from  reoorta  of  the  MrCrae  Hill  Ueuariment  of 
KconomMs  BuaiNSa*  PeircATton  Wunui  la  aUo 
available  In  a  mirrohlm  edition  from  Univeniiy 
Mirrohlm*.  313  N.  lint  St.,  Ann  Arbor.  Mtrh. 
Addreea  rorreepAindeoi  e  regrading  aubac-ription* 
to  CIrcuIalion  Uepartment.  Riainata  EorCATion 
Boni.0,  1309  Noble  St..  Philadelphia  23,  Pa.,  or 
330  V  42nd  Street.  New  York  36.  N  Y.  Send  In 
bolk  old  addroaa  and  new  addraaa  whan  there  la 
a  change,  aad  allow  four  woeka  for  entry. 


R^fff  This  Symbol 
h/leans  to  YOU 

l-'OH  I  V-O.NK  y«‘a:s  ayo, 
the  -Audit  Bureau  of  Cir- 
(Illations  was  l)orn.  In 
1950,  Business  BioucAT  din 
World  iMcaine  a  inemlier 
ol  that  orj'aiii/atioii,  and  this  syinhol 
has  appt'ared  on  our  masthead  every 
issue  since  then. 

To  many  ol  oiir  readers  who  aie 
not  lamiliar  with  the  puijiishinj'  hti.si- 
ness,  neither  ol  these  events  may  ha\e 
much  meaning'.  Yet  the*  formation  ol 
\.  B.  (>'.  hejean  a  new  era  ol  elosei 
co-operation  between  advertiser  and 
puhlishcT. 

rhe  major  objective  of  the  Bureau's 
work  is  to  Hive  advertisers  aecurate, 
veriiied  iiilormatioii  about  the  net  paid 
eireulatioii  ol  all  piildisher  memliers, 
so  that  adviTtisiiig  can  tie  IxiuHlit  ae- 
eordiiiH  to  positive,  known  standards. 
Without  the  money  that  adveitisiiiH 
makes  available,  our  editorial  stall 
could  not  haV(‘  l>eeii  hroiinlit  loHethc  i 
tu  provide  the  latest  news,  ideas, 
methods,  and  services  of  specific  in¬ 
terest  to  business  educators. 

But— the  Bureau’s  work  also  h.is  ,i 
very  real  importaiiee  to  you,  our  le.id 
CIS.  Our  \.  B.  reports  serve  us  .is 
editorial  H'lhles.  W'e  know  Irom  the 
picture  ol  eireulatioii  picj^iess  just 
what  our  net  paid  eireulatioii  is,  we 
can  study  audited  reports  on  how  w<* 
Hot  that  eireulatioii,  we  can  watch  ioi 
eireulatioii  ehaiiHcs  that  tell  us  how 
well  we  are  serviiiH  yon. 

By  kiiowiiiH  from  our  A.  B.  re¬ 
ports  the  (H'eupatioii  in  which  oiii 
readers  are  eiiHaHed,  we  can  pl.ui  oiii 
editorial  eovei.iHc  to  serve  those  in¬ 
terests  most  efle(  livc'lv .  To  atliaet 
new  siihserihers  and  re.iders,  to  H’’* 
renewals  in  h*h><I  measure,  the  editoi 
of  Business  Kduc  .mion  World  must 
Hive  his  audience  the  heiielits  ol  stead¬ 
ily  improved  editoii.d  value.  l''oi,  it 
r(‘aders  do  not  w.iiit  his  |)iihli(  .itioii. 
neither  do  advertisers.  Ihus,  our 
A.  B.  (I  meml>ership  eoiislaiitly  pro¬ 
tects  our  advertisers  and  you,  our 
readers.  I'liis  sv  iiiImiI  w  ill  not  Im-  louiid 
ill  any  ol  the  other  hiisiness  ediiealion 
publications. 

Busine.ss  Ki)U(  vtion  World  is 
proud,  alotiH  with  the  more  th.in 
.3,.5()()  advertisers,  advertisiiiH  aneii 
eies,  and  oth(  r  publisher  memlwrs,  to 
In-Ioiih  to  the  .Audit  Bureau  of  (-'ir- 
eulatioiis,  and  to  Im‘  ahh*  to  displav 
its  iiisfHiie,  a  syml>ol  of  eireulatioii 
iiifcHrity  for  forty-one  years. 

Beiii  ism  i< 
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BUSINESS  EDUC.ATION  W'OKl-D 


Here  is  the 
Money  Management 
material  to  help  you 
do  an  effective 
teaching  job 


’ '  W' 


Tlir  iiupttrhinrr  of  t((irhinii  trisr  hdudliiHj  of 
tnonci/  in  lotlai/'s  claa.srooni.s  connol  hr  orrr- 
rtn/)fm.sizr(L  Mnrii  linn  and  (fnnn/lit  is  (jivrn 
to  prr/iorintj  shnlrnts  for  rornintj  rnoiirij,  hot 
litllr  (  nifilnisi.s  is  plortd  on  Irorliiny  tln  ni 
how  to  ns<’  it  rjfrrlivrljf.  Yd  ohnosl  rrrrp 
snhjrd  niottrr  nrro  ojfcrs  opportuniti/  for 
positive  Money  Mnnoynnent  instrneliou. 


'IM 


Y  MONEY  ' 
MANAGEMENT 
PROGRAM  V 


FREE  l‘A crvoiic  wants  tn  know  liow 

-  to  handle  money  sm'ee,''>lnlly. 

1 1 1''(  ”s  Money  Management  Ih’of'iam  of 
ant horilative  hooklets  and  Idmstrips  has 
hec'ii  devehrped  to  meet  this  need.  Semi  for 
the  .MOXKV  .MANACKM  KN'r  IMtO- 
(lUAM  folder  which  lists  and  <leseril»e>  the 
maleiials  which  are  avrdlahle  to  son  at 
little  or  no  cost. 


PmctUal  Guidti  fnr  ttttter  l.irittg 

Consumer  [duc^on  Department 


HOUSEHOLD  FINANCE 


nlryrnlitnj  inonnj  mnnnyrment  intn 
your  Irnt  fiiny  in  iiyi  oni  intl  In  Ip  your 
stuilrnts  unit  linn  Ji- 
nnnenil  prohh  tns  todoy 
(lint  in  lln‘  fnturi I^W 

Director  ol  Consum«(  ((tucation 
Household  tinence  Corpureliuii 


Up-to-the-Minute  Money  Management 
Material  Now  Available  to  You 


12  Compreheneive  Booklete.  Solru*  of  tlii'Si-  li<Mikli-tH  Itn-  r'oiu* 
pli'li'ly  ni'W,  ollii-rs  lijivo  In-fti  rrvi.scil  to  iiiclinli-  u|)Co-(liiti' 
liiiyiiiHii.Mlii|t  iiiforiii.Ht  ion.  'I'hrsi-  IrookIctN  Kivi-  Irii^ir  iitil>i;t.siMi 
fiK’tn  on  how  to  pl.'iii  >|><'nilin){,  ri-i'o^niz)'  vithn  .h,  iin<l  hiiy 
fi»r  pijrpoM4‘H.  All  Inivi-  iM  i-n  npjrrovi-ri  hy  outr*lnn<lin|{ 

Hilt liorit i*‘H  ill  i-iliirrit ion,  K'*v<'rnnii’iit,  ami  imlii.-^t ry.  .\vHil- 
ahlr*  at  lOf  |aT  firpy. 


5  Informative  Filmetrip  Lectures.  1 1 1'  f  ’  lillllhtrip  Ici'tliri'H  now 
pr<->M-nt  hotli  inom-y  niunaK<'ini-nt  ami  liiiyinaiihhip  infirr- 
ination.  'I'hry  an-  availalili-  on  fn-o  loan.  I'llinatrip  loftijn-M 
im-lu'lf  a  .‘lili'iit  lilin.'<trip  (for  a  .‘i.jinin  projor-tor;,  a  M-ripl  to 
ri'Hil  wliiln  pii’tiiri'H  an-  hIiowii,  ami  program  iMiinlt-rH  on 
filmstrip  (rn-sr  illation.  Tilli-.s  an-  lisl<-i|  in  oiir  In-i-  pani|ihli’t 


MAIL  THIS  COUPON  TODAY! 


J'li-a.s4-  s«-ml  im-  fn-i-  copii  s  of  1 1 1'  <  "a  .\I<  ).N  l  .y 

.M.WACI  .\!I:M  |•l{O^.I^\M  fol.I.r  wlmh  hats 
ami  ilrsi-rilM-H  tin-  program  ami  inali  rialn  mIim-Ii  an- 
availalili-. 


nol'SKMOI.Ii  I  I.N'  ANCI-;  f  Ollprilt  AIIO.N 
t’o.N'si  .\ii;n  i;))i CX  I  iii.v  Di.i'Ait  i  .m 

tip.i  .N  .vncnifJAN  avi,.ni:k 

(•|||(’Ar:o  11,  II.I.I.NOI.S 


'/.mir  tSIlilr 


SchiMfl  tiT  Or(///fO 'rjlioK 


^4} 


r^r 
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Recently  Remington  Rand  introduced  a  fu’n'.  conipleie, 
ten-lesstm  course  in  touch  operation  of  lO-kcy  figuring 
machines.  The  response  of  Husiness  I  eachers  from  all 
over  the  criuntry  to  this  offer  has  far  exceeded  our  most 
generous  estimates. 

I'his  overwhelming  acceptance  clearly  testifies  to  a 
growing  preference  for  adding  and  calculating  machines 
offering  the  simplicity  and  accuracy  of  lO-key  keyboards 


It  al.so  p)ints  up  the  need  for  sch(M)l  training  on  these 
machines  to  meet  the  growing  need  for  operators. 

This  complete,  new  course  is  available  to  you  now.  It 
contains  all  the  necessary  materials  including  instructor’s 
guide,  exercise  sets,  students’  handbrmks,  wall  charts, 
certificates  of  proficiency,  etc.  And  . . .  Remington  Rand 
will  be  glad  to  assist  by  counsel  in  helping  you  set  up 
your  10- key  instruction  program. 


DIVISION  OF  SPtr^KY  RAND  CORPORATION 


SEND  FOR  THIS  DESCRIPTIVE  POLDER 

Wc  have  prepared  an  illustrated  folder  about  this 
course.  It  describes  in  detail  the  materials  offered. 
Write  to  Remington  Rand,  Rmim  20.^5,  .^15  bourth 
Ave.,  New  York  10.  Ask  tor  your  tree  copy  of  AX57. 


HL’SI.\K.SS  KDUC.VnON  UOHLU 
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A  MESSAGE  TO  AMERICAN  INDUSTRY  •  SECOND  OF  A  SPECIAL  SERIES 


FINANCIAL  AID  TO  HIGHER  EDUCATION 

What  Business  Can  Do  to  Help 
Our  Colleges  and  Universities 


Is  the  finaiirial  s(|iiee/.e  now  giip[>iiig  out  rol- 
leges  and  universities  grave  (Mioiigli  to  VNarrant 
direct  action  hy  the  hiisiness  «‘omtnunity?  M  >o, 
what  can  hiisiness  do  about  it?  'Ihi>  editorial 
is  addressed  to  these  tv\o  <ju«*stions. 

In  the  previous  edrtorial  in  this  series  ol  lv\o. 
it  was  demonstrated  that  oiir  eoih'ges  and 
universities,  and  partieiilarly  the  ind«‘|»en- 
d(‘nt  institutions,  faee  linaiieial  diflienl- 
ties,  wliieli,  nidess  relieved,  proinise  to  get 
progr«‘ssively  wrrrse  and  might  nitinialely 
result  in  u  national  disast«‘r.  'I'his  state  ol 
affairs  obviously  gives  the  business  comniunily 
a  crucial  stake  in  helping  lo  relievi;  the  plight 
of  these  institutions.  For  our  business  organi/a- 
tions  can  lie  no  stronger  than  the  total  commu¬ 
nity  of  which  they  are  a  part. 

It  does  not  follow  automatically,  however, 
that  every  business  firm  should  give  direct  fi- 
naiH'ial  aid  to  education.  Already  the  husine^' 
structure  is  heavily  burdened  with  activities  un¬ 
related  to  its  main  purfiose.  'I'hese  include  a<  l- 
ing  as  tax  collector  ior  mor<‘  than  ST>.'>  billion 
of  federal,  state  and  local  taxi's  in  the  yeai 
lU.o.'f.  'I  here  is  a  limit  to  the  amount  ol  such 
public  enterprise  that  can  be  loaded  on  the 
business  system. 

Business  Holds  Key  to  Answer 

If,  however,  the  survival  of  u  key  part 
of  onr  edneutional  system  depends  on  its 
having  hnain’ial  help  from  the  hiisiness 
eoniinnnity,  that  lu'lp  should  he  provided. 
And  this  is  tin*  situation  of  onr  indepen¬ 


dent  privately  endowed  eoileges  and  uni¬ 
versities. 

Ol  course,  our  tax-supported  institutions  ol 
bigber  learning  must  also  be  kept  strong,  iinan- 
eially  and  otherwise.  Hut  they  have  recourse  to 
public  support  not  available  to  the  independent 
institutions.  Fargely  on  this  account,  their  pres¬ 
ent  financial  diflieulties  are  much  less  acute  than 
those  of  the  independent  colleges  and  univer¬ 
sities. 

Ihesr  independent  institutions  have  seen 
price  inllation  eat  awav  much  ol  the  value  ol 
their  endowments.  Moreover,  then*  is  no  pros- 
peet  that  till  'se  endowments  can  be  siilheiently 
lepleni-hed  bv  gilts  irom  the  wealthv  people 
who  |irov idl'd  them  in  earlier  years.  Frogressive 
income  and  e»tate  taxes  h.ive  seen  to  that,  riiiis, 
they  are  laced  not  onlv  with  a  peculiarly  acute 
financial  |uoblem.  but  aUo  one  which  cannot 
be  solved  except  by  tapping  otber  sources  of  aid. 

Tax  Support  No  Solution 

It  i^  eoneeivable  that  the  independent  co  lieges 
.Old  univer'it les  might  -olve  their  financial 
problem  by  "eekiiig  support  fiom  tax  reveniii's. 
If  tbey  did  this,  however,  they  would  losi'  their 
distinctive  chaiactei  as  independent  institutions, 
and  out  system  of  higher  education  would  lose 
one  of  its  major  elements  of  strength.  'Ihat  is 
the  existence  in  our  educational  system  of  both 
independently  financed  and  tax-supported  col¬ 
leges  and  universities.  Fach  has  its  sjieeial  con¬ 
tribution  to  make  to  a  well-bai.inced  system 
of  bigber  education. 
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IlijHitK'HH  iH  (lir(‘(*tly  upon 

hif^her  ediiratioii  to  HtaH’  iIh  iiicr«‘ahitif(ly 
(‘ompirx  and  exarlinf;  op«‘ralionH.  A  key 

part  in  process  is  f)lay(Ml  l>y  the  small,  in- 
(|e{)en(lent  lilierai  arts  collei^es  which  are  the 
hardest  hit  htiancialiy  of  all  our  institutions  of 
higher  learning,  “d’hese,”  states  the  (^oumul 
for  Financial  Aid  to  Kdiication,  re<  ently  formed 
hy  a  group  of  husiness  lea<lers,  “have  contrih- 
iited  a  high  proportion  of  the  intellectual,  scien¬ 
tific  and  religious,  as  well  as  htisitiess  leader¬ 
ship  of  the  nation.  I  lieir  programs  are  devoted 
to  the  teaching  of  values,  particularly  the  values 
of  freedom.  I'hey  are  a  vital  hulwark  to  our 
system  of  free  enterprise.” 

Means  of  Providing  Help 

'1'hi‘re  ure  inuny  ineuiiH  l»y  wliieli  hiisi- 
tiesH  firniH  eun  extend  help  to  our  colleges 
und  iiniverHitieH.  The  most  obvious,  of  course, 
is  to  make  outright  grants  of  money  either  to 
individual  institutions  or  to  groups  of  institu¬ 
tions  for  such  uses  as  the  institutions  think  best. 
Amither  means  of  help,  increasingly  employed 
hy  husiness  firms,  is  to  establish  s<‘holarshi|)s 
to  pay  the  full  cost  of  college  or  univ(‘rsity 
«ours<\s  of  study.  Smietimes  the  scholarships 
are  open  for  gi'iieral  (ompetition,  sometimes 
they  are  limited  to  em|)loye(*s  and  chihlren  of 
employees  of  the  firm  granting  them.  Not  in- 
freipiently  those  winning  the  s<‘holarshi|ts  speiul 
some  part  of  their  si  hoid  vacations  working  in 
the  c.ompanies  granting  tlu*  siholaiships. 

A  numher  of  companies  have  recently  pro¬ 
vided  for  what  have  come  to  he  called  “si  holar- 
ships  in  reverse.”  These  companies  pay  a  flat 
sum  to  a  college  or  university  for  every  one  of 
its  graduates  they  employ.  Financing  of  univer¬ 
sity  researi’h  programs  also  offers  a  hroa«l  ave¬ 
nue  for  financial  aid  to  our  universities  hy 
husiness. 

Need  Two-Way  Communication 

.Some  husiness  firms  have  well-ilevelopcil 
programs  for  financial  aid  to  education.  Hut 
they  are  exceptional.  For  most  companies  the 
prohlcms  involved  are  new  and  strange.  These 
companies  were  created  with  the  basic  purpose 
to  make  money,  not  to  give  it  away.  Successful 
philanthopie  operations  invi>lve  a  whole  set  of 


problems  with  which  they  have  very  little  ex¬ 
perience.  Not  the  least  of  these  is  how  to  make 
husiness  a  dependable  souice  of  financial  aid 
to  education,  since  husiness  has  no  assurance 
that  the  jirofits  of  one  year  will  not  he  losses 
the  next. 

(lonsiilerations  such  as  these  emphasize  the 
wisdom  of  a  recent  Industry -f.ollege  (jmference 
on  aiil  to  higher  education  hy  business,  in  mak¬ 
ing  the  first  of  its  ten  ^•onclusions  that  “better 
commnnication,  by  dire<1  contact,  is  needed  for 
each  (industry  and  the  cidleges]  to  understand 
the  problems  of  the  other.”  At  this  juncture  the 
creation  of  mutual  understanding  is  much  more 
important  than  the  raising  of  some  money  and 
letting  it  go  at  that,  'fhe  problem  of  aid  to  edu- 
(ration  by  business  has  its  imnn'diate  urgency, 
but  there  is  also  a  long-range  program  to  be 
developed  on  ivhich  business  and  the  colleges 
and  universities  must  pull  together  in  the  years 
ahead  to  find  a  satisfactory  sidution. 

As  stated  at  the  outset,  failure  to  find  a  sat- 
isfai'tory  solution  i^ould  result  in  a  national 
disaster,  d’his  nnrans  that,  lo  give  proper  he«*<l 
to  their  own  future  prosperity  and  the  fu¬ 
ture  Htdfure  of  the  nation,  husiness  firms 
generally  iiiiist  go  to  work  on  the  prohleni 
of  fiiianeial  aid  to  higher  edneatioii.  T  ln‘y 
must  go  to  work  first,  to  niiderstand  the 
prohleni;  second,  to  4‘stahlish  two-way 
<‘oniinniiieatioii  with  onr  e«dh‘g4‘s  and  nni- 
v<‘rsiti(‘s  ahont  it;  and  third,  to  devidop  a 
program  whiidi  pays  proper  h«‘(‘<l  to  the 
iummIh  and  eapahilitii's  of  hoth  husiness 
and  higher  4‘dneation. 


T/n-5  messaf^e  is  one  of  a  series  itrepan-d  hy  the 
Mi-dran  -llill  I)ei>ortrnenl  of  Economies  to  help 
increase  puhlie  knou  ledf'c  and  umlerstandinft 
of  important  nationtiide  developments  that  are 
of  [mrtieular  concern  to  the  husiness  and  pro¬ 
fessional  ctnnmunity  served  hy  our  industrial 
and  technical  puhlieations. 

Permission  is  freely  extended  to  neu  spa/ters, 
ftrtmps  or  individuals  ttt  quote  or  reprint  all  or 
fHirts  of  the  text. 

rHKSlUK.NT 

McGRAW-HILL  PUBLISHING  COMPANY,  INC. 


0 


Bt’SINF.SS  Ent^rATION  WORI.t) 


^^UIHQ  ifQif 

OiTTa 


"AMERICAN  BUSINESS  DEPENDS  ON  COPIES”.  .  . 

manual  of  office  style  dictation  material,  complete  with 
the  normal  interruptions  and  distractions  which  go  with 
everyday  office  operation.  Contains  checking  and 
straight-timed  dictation  material. 


"WHAT  EVERY  TYPIST  SHOULD  KNOW  ABOUT 
COPIES  IN  OFFICE  WORK 


a  four-page  piece  which 
has  a  pre  counted  one,  five  and  ten  minute  typing  speed 
and  accuracy  test  on  the  front  page,  and  rough  typed 
material  for  putting  into  final  form  on  the  inside. 


"LEARNING  HOW  TO  OPERATE  THE  DITTO  D-10".  .  . 

a  five  lesson,  self  teaching  manual,  designed  so  that  even 
below  average  students  can  readily  learn  the  operation 
of  the  D  10  machine  in  relation  to  today’s  Business  needs 


"HOW  TO  OPERATE  THE  DITTO  0-10".  .  . 

a  beautifully  illustrated,  step  by-step  instruction  wall  chart 
Enables  any  student  to  produce  good  copies  on  first  trial. 


LETTERHEAD  AND  BILLHEAD  MASTERS  .  .  . 

4  Letterhead  and  2  Billhead  designs  pre  printed  on 
DITTO  Mastersheets  ready  for  reproduction  of  up  to 
300  or  more  copies,  as  needed  for  student  practice 
in  typing  letters  and  invoices. 


UlITU,  INC.. 2246  W  Horrlion  St.,  Chicago  12,  III 
Gentlemen  Without  cost  or  obligation,  please  send  me 

Q  Am<(iC4n  Businctt  Ocpcndt  on  Copttt 
Q  Wh«l  Ivory  TyprtI  Should  Know  Aboul  Copio)  m  Othco  Worh 

□  Loorninf  How  To  Um  Tho  DITTO  D  10 

□  How  To  Opoiolt  Tho  DITTO  D  IO 

□  LutItrhood  and  Billhoad  MiUcr-. 


HELP  YOUR  STUDENTS  as  you  help  yourself  with  these 
five  practical  tested  aids  developed  by  DITTO  expressly 
for  you  and  endorsed  by  the  Foundation  for  Business 
Education.  You  give  your  pupils  a  "working  knowledge" 
of  business  machines  and  practical  methods  for  cutting 
costly  paperwork  which  will  help  them  get  better  posi¬ 
tions  and  more  rapid  advancement.  Mail  coupon  today. 


School 


Address. 


/ 


Why  future  lady  executives  learn 


\\  liy?  Mostly  Itccaiisc  the  I  iidcrwood  is  dcsij^ned 
to  iiiuke  Iciu'liin^  eiisicr. 

'I  lif  iww  1  n(UTW(M»il  Stand.ird  anti  Idfctric  l  ypewritrrs 
liavf  fiMtiirfs  wlilfli  inakt*  spettl  and  accuracy  conic 
more  rcaddy  and  natiirallv- 

All  lfndciwtK)ds  liavc  conventional  scales  — customary 
left  and  ni>lit-l)and  margin  settings— maximum  visiliility 

-IMdlS . 

FK.Vri  RKS  FOR  THE  ADVANCED  STUDENT 
(iOlNC;  INTO  IIUSINESS 

•  I’aper  Fulilc  ('cntcriiij*  Scales. 

•  DIaintmd  Sellings  (Standard  ( )nly)  for  properly 
placed  short,  medium,  and  loiitt  letters. 

•  Minimum  hand  travel  keeping  finders  eloser  to 
the  keyboard. 

Let  ns  demonstrate  the  new  1  InderwiNid  Standard  and  the 
new  rinlervstKitl  I'.lectric.  See  hit  yourself  why  they  are 
KupeiKir  teaching!  ttnils.  I  here’s  no  ohhttation.  Call  your 
I 'ndeiwiMiil  ( )Hice  (vou’ll  find  the  number  In  the  Yellow 
I'at’cs  of  your  phone  htMik)  or  mail  the  cou|>on. 


RUSINKSS  i:i)U(  A  I  ION  WOKLO 
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easier,  faster  on  Underv/oods  I 

The  new  I  iiderwond  150  now  eoines  in  hve  handsome 
lolors.  It  has  many  exihisive  features  that  make  it 

easier  to  learn  on.  l  or  faster  re;  idinii,  tlie  writiny  scale  NIAIF.  II  IIS  )l  l’(  >N  l()l),\^l 

and  headmy  centermy  scales  are  mounted  on  the  front 
of  the  carriaye.  I  he  exclusive  new  Diamond-Set  \1ar- 
yms  are  set  from  the  front,  too — you  actually  see  what 
you’re  doiny.  Hand  travel  is  reiluced  to  a  minimum, 
and  I  nderwiKxI’s  exclusive  touch-tumny  is  kitten-soft. 

Keyboard  lessons  yo  faster;  proper  strokiny  technujiie 
is  learnetl  more  ipiickly! 

'I’he  new  l.'nderwiMrd  Klectric  yives  you  many  teach- 
iny  advantayes;  new  Air  Cushioned  (’arriaye  Return 
ami  “Cushioned  Rower”  for  truly  (|uiet  operation  .  .  . 
new  Klectric  Rihhon  Rewind  frewimis  a  3f>-f(K>t  rihhon 
in  4<)  seconds)  for  rihhon  chanyiny  ease  .  .  .  maryins  are 
set  from  the  keyboard  — electrically  .  .  .  exclusive  half¬ 
moon  keys  craille  the  hnyerfips,  protect  the  nails.  I  rain 
your  students  on  the  typewriters  they’ll  use  in  business. 


Dr.  Eorl  G.  NicV»,  Manager 
Bujincii  Educotion  Divijion 
tJnrJerwood  Corporation 
One  Park  Avenue,  flow  York  \6,  fJ  Y 


Please  serid  me  lurlher  inlorrnation  on 

the  ne/r  Unrlnr^rood  I  Vj  I  ] 
the  new  IJnaerwoO'l  tier  trie  (  I 
I  would  like  o  demonstration  ol  the  new  UnderwO'j'l  ISO'  I 
the  new  Urtrlerwoorl  Elr^rtrir  , 


NAME  AND  TITLE 


SCHOOL  ADDRISS 


ZONE  STATE 


U  N  D  E  k  V/  O  O  D  CORPORATIOri 

On«  Pork  Avenue,  New  York  16.  N.  Y.  Underwood  ltd.,  Toronto  I,  Canodo 
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CALCULATING 

MACHINES 


The  Men  Who  Buy  These 
Burroughs  Business  Machines . . . 

(and  they  buy  them  by  the  thousands!) 

ARE  LOOKING  FOR  BURROUGHS-TRAINED 
GRADUATES  TO  OPERATE  THEM 


Ac’c-ordiriK  to  tht***  l)UHineHHmen  — and  they’re  in  the 
lM*Ht  (MMition  to  know — the  Hupply  of  BurroughH-trained 
f>|M‘ratorH  liandy  ktM^pa  up  with  demand.  Seenut  that 
tliey’n^  buying  th<‘«e  machiiUM  faater  than  the  achoola 
t-an  prcMluce  o|K‘ratorH. 

For  you,  tiiat  aliould  lx?  a  tip-off — that  when  you  train 
your  Htudenta  on  Burrougha  baaic  huaineaH  machinea 
you  automatically  give  them  an  educational  bonua 
that  will  help  them  find  employment  quickly. 


your  atudenta  will  like  them.  (And  that  makes  any 
U^aching  job  eaaier.)  What’s  more,  they’re  the  most 
ruggfxl  machines  you  can  buy — so  that,  even  in  class¬ 
room  use,  maintenance  cost  will  be  remarkably  low. 

For  complete  information,  call  the  neartsit  Burroughs 
branch.  Or  write  to  the  addre.sH  lx?low. 


Burroughs  has  prepared  many  helpful  training  aids, 
based  on  long  experience  with  office  nudluxls  and 
pr(xx5dun*s,  to  assist  teachers  in  planning  instruction. 

Burrouglis  textb(M>ks,  practice  work  forms,  and  other 
matc'rials  are  available  to  Ixith  public  arul  private* 
scIhkjIs.  .lust  call  your  local  Burroughs  repres<*ntative,  or 
write  Burroughs  Ccjrjxiration,  Detroit  32,  Michigan. 

"Kurn.uithH"  «n<i  “Sfnitiiimtic''  art*  tra.Ir-niarkH 


BEST  FOR  BUSINESS-ANO  IDEALLY  SUITED  FOR  CLASSROOM  USE 

lt<*yond  the*  training  advantage,  beyond  giving  your 
atudenta  a  big  <*dge  over  “comfxjtition,”  the  use  of 
Burroughs  machines  in  claasrtxima  is  a  sound  invest- 
merit.  'I'hey’re  simply  d«*sigiM*d  and  easy  to  uat*,  so  that 


WHEREVER  THERE'S  BUSINESS  THERE'S  BuFrOUghS 


BUSINKSS  K1)L(  AllDN  WOHl.D 


A  Boom  in  the  Hand 

How  to  control  the  hooin?  I  hat’s 
wliat  coiicciiis  President  Kisenhower 
and  his  advisors.  I  he  estneern  is  over 
the  price  trend.  Officials  reconni/c  the 
danger  that  tht*  fast-runnin^  spend¬ 
ing  stream  iniKht  overffou.  It  is 
hein^  led  hy  hiisincss  t)|)tiinism  and 
risinn  consumer  income.  I'lie  result 
could  he  a  price  inllatioii. 

d’hr*  plan  is  to  hold  credit  rcius 
tiuhtcr.'riic  ti^htc^iu^  will  Iro  gradual. 
It’s  alrea<ly  netting  under  way,  in  lact. 

( Consumer  credit  is  the  first  to  feel 
tin-  curh.  'Hie  (aivernment  today  has 
no  authority  to  udmposr-  old  “Ih'nula- 
tion  VV”  and  put  an  end  to  sales  of 
autos  on  42  month  linauciu|>'.  The 
pressme  is  on  tin-  lenders  to  slow 
down.  That  will  he  the  result  of 
lett«‘rs  sent  out  hy  h'c'deial  supervi¬ 
sory  af'encies  to  the  nation’s  hanks, 
asking  them  to  report  consumer  loans. 
\Vashin^ton  thuiks  t<'rms  too  liberal. 

Othir  actions  will  lx  more  neiu*ral 
in  effect;  they  will  tend  to  limit  the 
supply  of  money  available  for  lend¬ 
ing  and  jxish  up  the  cost  of  horrow- 
in^.  .'\  higher  rediscount  rate  is  one. 
This  is  the  rate  l'e«leral  Heserve 
Hanks  charne  member  hanks  who 
borrow  from  them  to  net  additional 
tuoney  to  lend  to  customers.  .Xnothcr 
action  is  a  tou^h  policy  on  supplying 
■  (■serves  to  hack  U|)  new  lending. 

What  it  adds  up  to  is  that  credit, 
a  hi^  f.ictor  in  the  boom,  will  he 
harder  to  j'et.  Some  people,  who 
miv'ht  buy  cars  on  the  basis  of  little 
or  nothing  down  and  u|>wards  of 
three  and  one-hall  years  to  p.iy,  won’t 
he  able  to  buy.  Some  Wfxild-he  home 
buyers  will  have  to  wait.  Some  busi¬ 
nesses  will  have  to  postpone  expan¬ 
sion  |)lans.  'Ihe  over-all  aim  is  not 
to  lower  the  business  level,  hut  to 
avoid  a  s|)iral  that  miKht  upset  the 
price  stability  of  recent  years. 

The  Bull  is  Sick 

hut,  while  the  )'eneral  business  jiros- 
perity  has  become  so  exuberant  that 
some  W  ashiiiKton  officials  are  worry¬ 
ing  about  inflation,  in  recent  months 
Wall  -Street’s  big  bull  market  plainly 
has  been  ailing.  Its  summer  rally  has 
petered  out  in  <i  series  of  rpiick  drops, 
faltering  recoveries,  and  days  of  aim¬ 
less  trading. 

hut  analysts  say  the  market’s 


2  REQUIREMENTS  FOR  SUCCESS 
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troubles  are  mainly  “technical”  — 
meaning  that  they  arise,  not  from  a 
change  in  investor  psychology,  hut 
from  the  endless  pr«K'ess  of  matching 
buy  ing  with  selling  on  the  fkxii  of  the 
Kxchange.  'rechnical  or  not,  the  signs 
(lou  t  promise  any  (piick  end  to  the 
hull  market’s  troubles.  Two  things  in 
particular  worry  the  chart  leaders. 

Karly  last  June  the  .Standard  & 
Poor  daily  industrial  average  swung 
up  to  4.>l.h,  an  all-time  record.  In 
late  July  it  tried  again,  and  reached 
459.7.  'I’he  first  law  of  all  ortlxMlox 
technicians  is  that  .uiy  movement  by 
the  industrials  has  to  be  confirmed  by 
the  rails  (or  vice  versa)  before  it  can 
be  rated  as  a  real  trend.  In  this  mar¬ 
ket,  the  rails  have  refused  to  give  even 
token  confirmation  to  the  July  highs 
that  the  industrials  rang  up.  Instead, 
they  have  been  drifting  along  some 
six  jxiints  Ix-low  the  high  set  in  June. 

I'o  the  chart  readers,  either  of  these 
signs  is  a  danger  flag.  ;\nd  the  two 
together  are  ominous.  'I  he  double  to|) 
is  h.td  Ix-caiise  it  indicates  that  the 
market  lacks  the  basic  strength  to 
keep  driving  ahead.  I  he  f.iilure  of  the 
rails  to  conform  is  had  because  it  slums 
that  a  large  and  import. uit  sector  of 
the  market  hasn’t  shared  the  strength 
the  industrials  exhibited  in  July. 

Analysts  can’t  see  anything  that 
sign.ds  a  real  collapse,  hut  even  the 
most  optimistic  say  the  market  will  he 
doing  well  to  hold  its  own  for  .t  while. 

Bigger  and  Better 

Ihe  trouble  with  television,  from  a 
business  point  of  view,  is  that  it  ( on- 
sumes  enormous  chunks  of  talent, 
shows,  and  money.  This  basic  lact, 
plus  the  hitter  struggle  for  dominance 
hy  the  two  m.ijor  networks,  helps  to 
expl.iin  the  new  pidgraming  being 
shaped  for  the  19.5.5-59  season.  In  the 
works  are  more  spectacul.us  and  moie 
fe.itiire  films  of  llollywixxl  (aliber. 
riiere  will  also  be  a  lot  more  coloi 
programing. 

lakcn  together,  tficse  moves  make 
it  apparent  that,  in  the  season  coming 
up,  the  television  industry  will  have 
broken  the  mold  set  hy  radio  broad¬ 
casting  in  jiatterns  of  pres(/ntation, 
prixiuction,  and  selling.  Vnrirtij,  tfu* 
Ir.ide  p.iper  of  show  business,  esti 
mates  that  talent  and  prixiuction  costs 
•  ('otiliiiiti'tl  oil  iiaur  I'i) 
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You  will  advance 
faster  in  your  career  ' 
if  you  have  been 
well-trained  in  an 
accredited  school — 
and  if  you  acquire 
the  EraserStik  habit 
early. 

EraserStik  is  differ¬ 
ent.  It  is  a  modern, 
slim,  pencil-shaped, 
wood-encased  eraser 
that  erases  a  single 
letter  without  marring 
the  rest  of  the  word. 

It  sharpens  just  like 
a  pencil. 

If  you  want  praise 
instead  of  criticism, 
use  EraserStik.  For 
typewriting,  pencil  or 
ink.  Get  a  few 
today. 

TEACHERS:  FREE 
sample  available  for 
class  demonstration. 
Write  on  school 
stationery. 

For  best  results 
expose  rubber  point 
about  3/16". 
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A.W.FABER-C4Sm£ 

PENCIL  CO.,  INC.  NEWARK  3,  N  J 
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now... 
erase  errors 
magnetically 
as  you  DICTATE 

with  the  new 
Comptometer  magnetic 
dictation  machine 


Ilfre  is  the  yrealcst  iinproveiuent 
in  dictation’s  08  year  liistory!  Dic¬ 
tate  as  easy  as  talking.  Make  an 
<*rror  —  re-word  a  plnase?  It’s  no 
problem.  Simply  backspace-  and  re¬ 
dictate  the  new  or  correct  thought. 
It  is  lecorded  as  the  old  era.ses  it¬ 
self,  magnetically.  You’ll  hand 
your  secretary  j)erfect  dictatit>n 
.she  will  transcribe  fasterand  Ijetter. 
Only  magnetic  dictation  gives  you 
this  new  freedom  ami  simplicity. 


YOU  ARt  INVirrO  TO  TRY  THIS  YtARS  AHtAO  COMPTOMETER 
IN  A  TREE  OTFICE  TRIAL  OR  DEMONSTRATION 


DICTATION'S  GREATEST  TRIUMPHI 


iaa7 

firtf  dictotion 
moebin*  with 
ffofiia  wai  cylin* 
d«ri  Ibot  bod  fo 
b«  tm  iwrfocad 

1039 

Tb«  fif»l  rocerd 
lvp«  dictation. 
Dikodvontog* 
cOitty,  broohobla, 
only  on#  w%o 

194a 

Plrkt  floiliblo 
plostic  bolt  A 
dofinito  odvan<o, 
but  itill  costly, 
on#  uso 

TODAY 

The  omaiing 
Comptometer 
Eto%e  O  Moti< 
belt  Never  wean 
owt,  con  be  used 
indefinitely,  er 
ron  con  be  eroted 
mooneticoMy 


MAIL 

COUPON 

TODAY 


Complocnatar  Diclalion  Division 

Talt  A  Tairont  Mfg.  Co 

170S  Morthfiold  St  .Chicago  11,  lllinoit 

ConrUtnon  Without  any  cott  or  obligation 

plooio  orronga; 

□  TREE  DEMONSTRATION 
n  f«EE  to  DAY  TRIAl 
n  Send  complete  information 


NAME  title 

COMPANY 

ADDRESS 


CITY 


COUNTY  state 


RE-USABLE  BELTS 
NEVER  WEAR  OUT 

Comptometer's  Erose-O- 
Motic  belts,  mode  from 
miracle  Mylor*,  con  be  re¬ 
used  thousands  of  times  -o 
tremendous  economy  tea 
ture.  They  ore  renewed 
mognelicolly,  in  just  three 
seconds,  without  removing 
from  mochine. 

HI-FI  VOICE 
REPRODUCTION 

Comptometer's  magnetic 
dictation  means  high  fidel¬ 
ity-true,  authentic  repro¬ 
duction  of  your  voice, 
moking  it  eosier  to  under, 
stond  tor  foster,  more  per¬ 
fect  tronscription. 

•  bu  »0M  $  t»»C(IV»ll« 

ron  IIS  rsticsicK  him 


Combination 
Dictation  -Transcription 
Machins 


The  new  Comptometer 
Dictation-Transcription  Machine, 
the  world  famous  Comptometer 
Adding-Calculating  Machine,  and 
the  new  Comptograph  10-key 
Calculating-Adding  Machine 
are  products  ot  Felt  &  Tarrant 
Mfg  Co..  Chicago  22.  III. 


lil  SI.NKSS  KDI  C.AIION  WOHl 


No  Doubt 
About  it! 

Completely  Up-to-Date  Facts 
Always  At  Your  Finger  Tips 


PANENTS  toy, 

**Tho  dktionorY  Kabit 
toachoi  children  to  help 
thomselvet  The  aniwert 
to  thoir  mony  doily 
qirettiont  ore  in  Webiter*t 
New  Coilegicte  *' 


STUDENTS  toy, 
**The  New  CoMegtote  i«  a 
mi/tt  in  English—  ond  it 
helps  in  other  subjects, 
too.  Its  compoct  size 
mokes  it  eosy  to  carry.** 


STENOGRAPHERS 

»«V» 

**Ouf  ofhce  saves  o  lot 
of  time  ond  mistakes  by 
having  o  New  Collegiate 
handy  on  every  desk.** 


No  doubt  about  it,  W«*i)8t»  r’H  N«  w  ('ol- 
letciate  Dictionary  holonKH  in  your  iiom<‘ 
or  office.  For  f*v€*ry  family,  every  stutient, 
every  iM-mon  in  Imsinesa,  here  is  not  just 
a  “word  hook”  hut  a  handy-size  guarantee 
of  the  Tight  answer  to  all  kinds  of  daily 
(questions. 

Hecaus4‘  you  exjiect  uniiUJ-stionahle 
accuracy  from  it,  an  up-to-date  dictionary 
should  lie  bought  with  care.  Webster’s 
New  (!ollej{iate  is  the  ONI.Y  desk-size 
dictionary  ha.sed  on  the  famous  un- 
abridned  Weljster’s  New  International 
Dictionary,  Second  Kdition,  known  as 
“the  Supn-me  Authority”  throughout 
the  Knj{lish-8peakinK  world.  It  is  renuin-cl 
or  recommended  by  the  country’s  leading 
schools,  colle|{i*s,  and  universities. 

(let  the  b«‘st.  Ask  for  Webster’s  New 
Collegiate  Dictionary  at  dejiartment, 
book,  and  stationery  stores. 


IXi.lMMI  rnirirt;  /,/»« 
paytu.  Si^t :  7/  /  <>  /  /  *4* 

!  ' nindi  /td  $5,  indtird 
$fl.  Ih  lufr  hiitditto* 
to  $U,Sn. 


♦M**rriiim-VkVfNil«»r  dlc- 
tionarifu  ar*'  directly 
de»i<*ended  from  the 
original  work  of  Noah 
Wchater  and  are  kept 
conatantly  up  to  date 
hv  the  permanent 
Merriam-Wel>aler  edi¬ 
torial  itafT. 


(•a  u.  S.  Pat.  OH. 

O.  «  C.  MIRIIAM  CO.,  SprlngfUld  Z,  Mott. 


Ij  BUSINESS  SCENE 

( CiiutiiiiKtl  fruui  p//gc  II) 


111  file  \eai  st.iitiiig  this  bill  will  teaeli 
.1  staggering  S")(K)  million. 

So  l.ii  .IS  lime  etisfs  go,  nefwoik  1  \’ 
res'ennes  ibis  _\e.ir  li.uf  .ilreatK  soared 
lieNontl  .in\  filing  y*-t  know  n.  Still  in  the 
.Nnnibei  One  slot  is  (ailnmbi.i  llro.id 
easting  System,  with  lirst  li.ilf  revenues 
of  million.  NIK!,  with  its  e\e 

on  the  eovetetl  top  rung,  li.itl  S7H.S 
million. 

'Ibis  y.n  NIK!  is  adding  twii  new 
speel.ienl.iis— I l.dbn.irk  II. ill  of  l‘.mie 
on  Snnd.iy  s  ( le.itnring  .Main  iee  l^v.lns  ) 
and  ( !olor  Spre.id,  a  onee-a-inontb 
.Smidas  evening  sbow  (lirst  olleiing, 
I'Ik’  Skin  <»/  (hir  Tirlli).  In  .ill,  \1U’ 
plans  To  “Ibg  .Specials”  as  .ig.iinsi  2H 
last  season.  (’IIS  will  .nignient  its 
sebednie  ol  siieclaenl.irs,  wbieb  is  ad- 
niitletlK  sni.iller  lb. in  NIK  i  s.  l  lii  new 
('IIS  series  is  tbe  I'ord  .St.ir  |nl)ilee, 
.1  onee  a  niontb  S.itnrday  es'ening  sbow 
lor  ten  niontbs.  Ilig  name  st.irs  to  .ip 
pe.ir  iiK  bide  |ndy  (iail.ind.  M.n\ 
.Martin,  Noel  (!ow.ird  .ind  Hiiig 
( !rosl)y. 


Salk  Up,  Polio  Down  | 

lli'bind  tbe  beadlines  about  tliej 
.S.dk  polio  v.iei  ine,  two  big  points  I 
stand  out.  I’irst,  tbe  n.ilion  ese.ipetl  | 
l.isl  s|)ring  wb.il  niigbt  b.ive  been  tbe  I 
worst  polio  epiileinie  in  its  bistoiA  .  | 
Tins  is  wben  tbe  D.S.  I’liblie  lle.dibl 
Sersiee  w.is  revising  its  testing  st.ind-| 
.irds.  Tbe  olfit  i.d  DSI’IIS  repoit  a<l 
mits  its  s.i(et\  tests  wi  ren’t  .idi  tpi.ite 
to  delect  lire  virus.  'Ibe  ie|)oit  .ilso 
tells  bow  inaiinl.ietniers  otber  tb.in 
(Sutler  li.id  lionble  wilb  earlv  s.ilely 
sl.iinlards  bebae  ibey  were  levised 

.Sei  onil.  II  poits  from  tbe  field  now 
indicate  lb.it  S.dk  vaccine  is  working. 

In  tbe  M.iss.k  biisetts  polio  ejiidemii  , 
ibere  weie  I'ri  ases  per  Kl.tlOtt  .nnong 
niivai  ein.iled  live  nine  \e.ir  olds, 
riiose  with  one  S.dk  shot  bad  a  r.ile 
one  fiftb  tb.it  .inioiint,  ibose  wilb  two, 
one  fwenlietb  ol  it 

Foreign  Cars  in  Overdrive 

.America’s  sb.ire  o|  tbe  woild  pro 
diu  tion  ol  passenger  r  ars  slipped 
about  1(1  jier  <  enl  between  1*1  IS  and  | 
I'i').'),  di  spitr-  tbe  fac  t  lb. it  proibiction 
doubled  in  tb.it  jieiioil.  'Ibe  le.ison 
is  tbe  pbenonieiial  giowtli  of  Fairo- 
pean  auto  m.ikers.  West  (lermaiiy.  for 
inst.inee,  ranked  sixth  in  I'lIH.  Now 
it  lias  leap  frogged  into  ibird  plaee 
bebind  tbe  I'niled  St. ties  and  (lre.it 
llritain. 


\  Proper  Posture 
i  in  the  Classroom  ! 

\  I 

' .  with  . 


AJUSTRITE 

TYPING 
CHAIRS 

and 

TABLES 


Ifiat  (hoMNtt  in  jijut  iUv  right  iMMght  nnd  tha 
hack  n*Ht  In  in  tlit*  iMMitlon  f<»r  pro|MV  nr>Ht 

ing  iNMliirt*  lioUi  twNil  and  l»H«’kr<Nit  arr  mjirktv  and 
CNiMilv  tidiimtiMl  t»y  l!»**  Ntiid«*nt  With  AJlIH'rfd’rK 
till*  t<*a«'tif*r  ran  drtnoimtratr  and  tint  atiidont  ran 
pra<’ti<*«t  pri*|»«*r  iniatiirtt  aa  it  ia  priNN’rilM%d 
hiith  <‘hair  and  tahh*  fratri«*M  nrr  of  hravy  Ih 

gaijgr  Idhliig,  rliN  lrh  ally  wt*ld*a|  f«»r  lim  tin>« 

dijrahditv.  No  atiarfi,  a«|uara  «f«tg«n,  all  roulidad. 


A  J  tl  S  T  It  I  T  K  i 
Typing  tahhm  in  tfnrr  A 

iN-ightn  2*1 ‘  j  ;  2M  and  ^ 

to  with  1  adjUHtrnrnt  in  nihhrr  ntair  glidr 
Standard  top  22  %  2H  .  othrr  mitm  avaliahir 

SUal  iPH.k  Hold**r  7  *  |:i  X  17"  rM*aridrd 

<t#‘<*|  riomh  Monnttai  to  franir  without  arrrwa 
D  hoMii  UutiOrr  mounted. 


INSTRUCTORS  TAIIE: 


llardworal  oaddlad 
adjuata  Ifl"  Ut  21", 
iMM'kraat  ad)uata  6" 


rariiiita  atandup  taarh* 
ing  :i  hta  4tr. 

KUKK  THIAK  Satnplaa  fiirru«t»«*d  f(«r  .'K)  day  trial 
witlHiiit  ohiigatum  Sand  fttr  ilhaitfatad  UAdm 


AJUSTO  EQUIPMENT  CO. 

2144  Madison  Ava.  ToUdo  2,  Oki* 


()( TOIIKII,  l‘f.5.5 


l.> 


VISIBLE,  AUTOMATIC  MARGINS — The 
r;jsicst,  fastest  margin  setting  of  all.  Indi¬ 
cators  show  exact  location  on  margin  scale. 

INTERCHANGEABLE  PLATEN — Teacll 
on  the  machine  that  gives  you  the  "Quick- 
.Switch”  platen,  that  makes  the  VisOmatic 
a  spec  iaii/eci  wTiting  machine. 

BALANCED  LINE  SPACING  —  .Save  miles 
of  "reach’’  with  one  space  movement  of  the 
lever  for  single  spacing;  two-space  move¬ 
ment  for  clonhie  spacing;  not  .  .  .  three- 
space  movement  for  all  spacings. 

FINGERTIP  KEYSET  TAB  CONTROLS 
— (a)nvenienily  |ilacecl  on  facing  panel; 
instant,  precision  set  and  clear;  simplifies 
tabulation  recpiired  in  all  types  of  proles- 
sional  work. 

ADJUSTABLE  SPACING — Simplifies 
right  margin  justification  and  "error  cor¬ 
rection.’’ 

ALL  THE  "PROFESSIONAL”  FEA¬ 
TURES —  assuring  a  thorough  prepara¬ 
tion  for  the  business  world. 


.  .  .  PRICED  AT  A  LOW.  LOW  SPECIAL  SCHOOL  PRICE  I 

free  to  teachers 

with  every  R.  C.  Allen  VisOmatic  Typewriter 
sold  to  a  school,  o  new  educational  portfolio 
of  classroom  timed  typing  tests.  Mail  coupon 
for  complete  details  and  school  folder. 


RX. Allen  Business  Machines.  Inc. 

678  Front  Ave.,  N.W.,  Grand  Rapids,  Michigan 

< 

?  .t 


R.C. Allen  Business  Machines.  Inc. 

678  Front  Av«.,  N.W.,  Grand  Rapids,  Michigan 

EDUCATIONAL  DEPARTMENT 

Without  obligation,  please  send  me  more  information 
about  the  R.  C.  Allen  VisOmatic  Typewriter. 

NAME - — - -  _  _ 

SCHOOl - -  -  .  --  _ 

ADDRESS _ _ _ _ _  _  _  _ 

CITY - ZONE  STATE _ 
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BUSINESS 

EDUCATION 

WORLD 


Husiiiess  teachers  are  not  inii«|iie  in  “viewiiif'  with  alarm” 
atj  itn‘reasi?ij'  sliortafze  of  teachers  in  their  «)v\n  area. 

Ml  liijih  >chool  teachers  are  hecoming  acutely  aware 

of  larger  classes,  the  need  for  additional  se<  lions,  and 

ihe  dilhcully  of  maintaining  an  ade<|iiate,  well-<|naliricd  staff. 

Tomorrow's  teacliers  are  in  to<lay’s  high  schooh, 
and  the  responsihility  for  many  high  .school  students'  decision 
lo  hecome,  or  not  to  he<'ome,  teachers  rests  s4|narely 
ot»  the  shoulders  of  those  n«»vv  in  the  j)rofession. 

\\  hat  <'an  teach<*rs  do  about  the  situation?  They  can  .  .  . 


Help  Recruit  Teachers 
by  Exchanging  Information 


INEZ  RAY  W  ELLS/  Ohio  State  Umvec.ity,  Columbti',.  Otiio 


IIK.N  STL  DKNTS  \IM‘IU)Af:H  US  for  informa¬ 
tion  about  husincss  teaching,  we  can  prohahly 
supply  it.  Hut  sup[)osc  they  a.sk  us  alMtut  teaching  in 
history,  niatheinatics,  or  some  other  area  that  may  seem 
tnorc  attra(  tis'c  to  them— can  wf  supply  the  information? 
I'rt)h.il)ly  not.  (.'onverscly,  can  otluT  teachers  supply 
information  about  businc.ss  tcaciiiiig  to  students  in  their 
home  room,  their  study  hall,  or  their  classes? 

I.ct’s  offer  to  exchange  infortnation  with  other  t«*acher.s. 
'I’he  result  will  probaf)ly  Iw  a  Iwtter  understanding  of 
tlie  whole  school;  it  is  c<‘rtain  to  mean  fn'tter  information 
for  the  students  w  ho  express  interest  in,  or  can  fx?  induced 
to  cr)nsider,  teaching  as  a  career.  Kven  if  it  should  turn 
out  to  l)e  a  onesided  “exchange,"  the  business  teacher 
may  find  ways  of  informing  other  teachers  in  th<?  .schor)! 
.drout  the  f)p|)ortuniti<‘s  in  business  teaching. 


In  order  to  inform  or  advise  students  who  show  inter¬ 
est  in  biisitH'ss  teaching,  it’s  a  good  idea  to  Im*  aware  of 
these  questions  and  answ(rrs  in  .idvanee. 

Will  there  be  jobs  available? 

Yes.  Studies  in  several  states  have  shown  that  there  is 
an  increasing  demand  for  })n.siness  teachers  and  a  dcr- 
erc’asing  snp|>ly  (reffc'cting  the  low  birth  rate*  in  the 
I9.'M)’s).  F'stimatc's  an-  that  then-  will  lx;  over  12  million 
high  schcK)l  students  in  an  incrc-asc*  of  HY  jmt  cent 

over  195-4.  If  the  same  iwrcentage  of  students  enr(»ll  in 
higli  sch<K)l  business  coursc-s  yc-ar  by  year,  morct  teachc-rs 
will  fx*  nec'dc'd  bc-canse  of  tlx-  fact  that  more*  sections 
will  lx*  ix-c'ded. 

There  is  rea.son  to  fx*Iieve  that  a  largc-r  pc-rc  entage  of 
stndc-nts  will  sec*k  to  enroll  in  business  classes  Ixnausc* 
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of  an  incrcasini;'  onipliasis  on  p^Tsonal  valor  in  typing 
and  tli<*  basic  business  suf>j<'cts,  and  lK*caosr  of  increas¬ 
ing  rjeed  liy  business  for  workers. 

Studies  in  soiih-  states  have  shown  that  alKiiit  15  per 
c<*nt  of  business  teacbers  leave  teacliing  every  year  to 
iM'Conie  boineniakers,  or  t(»  go  into  r»tber  ty|X‘s  of  work. 
'Miey  must  Im*  replace<|.  As  college  enrollments  increase, 
more  and  mor<-  ({iialified  business  teacbers  w'ill  lx*  lurc*d 
away  frfirn  liigb  scIkkiIs  to  jf)in  <<»llege  faculties. 

Yes,  there  will  Iw  jobs  available  lor  business  teacluTS. 

How  good  ore  salaries? 

Salari<‘S  vary  Irom  settion  to  section,  but  in  gem-ral 
they  are  improving.  \  study  by  (a-nevieve  Davis  I.ukens 
compared  the  salaries  women  business-education  gradu¬ 
ates  n’ceived  during  the  first  fiv<'  y<*ars  after  graduation. 
At  the  end  of  five  years,  the  median  salarit's  were  about 
the  same,  and  the  wlmien  who  w<’re  teacbers  could,  if 
they  wanted  to,  augment  their  salaries  by  working  during 
the  summer  va<atiou.  'The  iiieii  business  teachers  sur¬ 
veyed  in  the  stmly  didn’t  (ar<-  rpiite  so  well.  In  firder  to 
ecpial  th<‘ salari(’s  of  men  who  w<‘r(‘  (pialified  as  business 
teacbers  but  who  went  into  business  |)ositions  instead, 
they  had  to  work  during  tia*  summer. 

What  are  the  opportunities  for  advancement? 

'I  he  iM-ginniiig  teacher  is  a  classroom  teacher;  his  work 
often  includes  a  variety  of  subject-matter  areas  within 
business  (‘diication.  ’l  eaching  in  a  sp<‘c<ali/(‘d  art'a  such 
as  l>ookkecping,  sales,  general  busin(‘ss,  or  secretarial, 
may  follow,  as  the  teacher  establishes  himself.  In  larger 
.schools,  there  is  an  opportunity  to  advance  to  the  jXJsi- 
tion  of  department  liead,  which  usually  combiiu's  teach¬ 
ing  and  administrative  duties. 

Some  biisiiK'ss  teachers  Im-coiik*  iutere'sted  in  distribu¬ 
tive*  e‘eiucatie)n,  auel  he‘lp  to  e-stablish  e'e)-e)pe‘rative‘  pre)- 
grams  iii  the*ir  scheeeils.  Othe-rs  be*ce)uie*  iute‘re-ste‘el  in 
giiielaiice*.  Aelmiiiistrative*  |)ositie>ns  appe'al  te>  se>me',  e'spe*- 
cially  the*  me‘U.  beeth  me*n  and  we>me‘u  se-e-  eippeertmiitie-s 
in  cf)lle*g<*s  anel  unive‘rsitie‘s,  ue»t  ne*i*essarily  leer  a  ]M*tte*r 
but  leer  a  eiilie‘re‘Ut  type*  eef  busiue*ss  te*aching. 

What  it  included  in  business  education? 

busint*ss  e*elucatiem  iu  beith  high  scheK)ls  anef  ce)lle*ge*s 
is  a  ))re)ael  fie*lel  that  iucluele*s  such  ce)urse*s  as  typing,  sheert- 
liand,  traiiscriptiein,  beMikke*e*piug,  aceeeuutiug,  busiue‘ss 
machine*s,  filing,  ge*ue*ral  cle*rical,  eeffice  auel  se*cre*tarial 
practice*,  ge*ue*ral  busiue*ss,  ce)usume*r  e*ce)ue)mie*s,  busine*ss 
law,  busiiu*ss  Knglish,  e*e-e)uomics,  sale*smauship,  auel  elis- 
tributive*  e*due'atie)n. 

What  it  dittributive  education? 

Distributive*  e*elucatie)n  is  a  te*rm  applie*el  tee  ce)-e>pe*rative* 
pre)grams  re*late*el  tee  the*  me>ve*me*ut  e)f  ge)eKis  freem  the* 
pre>duce*r  te)  the*  ceinsume*r.  It  is  bre>aele*r  than  a  salesman¬ 
ship  course*.  During  the*ir  se*nie>r  ye*ar,  higi)  sche>e>|  stii- 
de*nts  in  distributive*  e*elucatie)n  weerk  part  time*,  anel  ge) 
te)  scbeM)l  part  time*.  'I’he*  te*ai  he*r-t‘e)-e)rdinate>r  su|>e*rvise*s 
stuele*nts  eui  the*ir  jeebs  auel  re*late*s  the*ir  class  weak  te)  the-ir 


work  c*xp<*rie*nce*.  He*  explains  the*  the*orv  be*hinel  the*ir 
we)rk! 

Will  a  high  school  business  student  be  admitted 
to  college? 

Ye*s,  .state  unive*rsiti<*s  anel  c*olle*ge*s  aelmit  any  .stud(*nt 
w'be)  is  graduate*el  fre)m  an  accre*elite*d  high  .schoe)l;  anel 
neany  private  ce)lle*g(*s  acce*pt  high  sebew)!  busin<*ss  cre*dits 
as  e*ntrance  cre*elits.  Ca)llege*s  are*n’t  C‘e)nce*rne*el  se)  much 
with  what  was  stuelie*d  as  with  the*  re*ce)rd  maele  by  the* 
.stuele*nt.  If  th<*re  are  ele*ficiencie*s  in  the*  re*(juireme*nts  be-lel 
by  the*  ce)llege,  e)pjX)rtunities  fe)r  re*me)ving  the*m  with 
little*  le)ss  e)f  time*  are  usually  pre)viele*el. 

Can  a  student  who  took  no  business  courses  in 
high  school  become  a  business  teacher? 

Ye*s,  colle*ges  anel  nnive*rsitie*s  e)ffer  t*le*ine*ntary  ce)urse*s 
in  sheerthand,  typ<*writing,  anel  all  the*  e)the*r  subje*cts 
ne*e*ele*el.  The  advantages  he*lel  by  the)se*  wbe)  have  hael 
busine*ss  .sid)je*cts  in  high  scheeeel  are:  ( 1  )  be*cause*  the*y 
kne)w  he)w  well  the*y  have  succe*e*ele*el  in  tht*se*  sid)j(*cts, 
lhe*y  may  take  place*me*nt  e*xams  and  “skip”  se)me*  e)f  the* 
e'le*me*ntary  ce)urse*s;  and  (2)  the*y  may  use*  the*ir  skills  e)u 
je)bs,  if  the*y  want  te)  we)rk  part  time*. 

Should  boys  consider  business  teaching? 

Ye*s,  me)st  high  scbe)e)ls  like*  te)  have*  al)e)ut  an  e'ejual 
numbe'r  e)f  me*n  anel  we)me*n  te*ac}ie*rs,  anel  the*y  like*  to 
ke*ep  this  balance*  in  the*  busine*ss  ele*partme*nt,  te)e).  .\le*n 
make*  e*xce*lle*nt  busine*ss  te*ache*rs. 

Is  it  necessary  for  business  teachers  to  know  short¬ 
hand? 

Ne);  large*r  sche)e)ls  have*  pe)sitie)ns  fe)r  seeme*  busine*ss 
te*ache*rs  whe)  ean’t  write*  she)rthanel.  Altheeugh  the*  busi- 
ne*ss  te*ae  he*r  whe)  is  ce*rtifie*el  in  all  are*as  e)f  busine*ss  e*elu- 
e  atie)!)  may  have*  ineerc  je)b  e)p|X)rtunitie*s,  e*xpe*rie*nce*  has 
she)wn  that  the)se*  wbe)  have*  meere*  limite*el  ee*rtificate*s  e  an 
eebtain  je)bs  if  the*y  are*  willing  te)  ge)  whe*re*  the*  je)bs  are*. 

What  can  I  do  if  it  turns  out  that  I  don't  like 
teaching? 

busine*ss  we*lce)me*s  be)th  me*n  anel  we)me*n  whe)  have* 
be*e*n  e*elucate*el  as  busine*ss  te*ache*rs. 

Presenting  the  Information 

busine*ss  te*ache*rs  will  be*  re*ce*iving  bre)chure*s  anel 
|X)ste*rs  maele*  available*  thre)ugh  the*  e*ffe)rts  e)f  the*  Je)int 
f  .’e)inmitte*e*  fe)r  Husine*ss  Te*ache*r  be*eruitme*nt  e)f  De*lta 
Pi  P'psile)!!  anel  the*  Natie)nal  Asse)e*iatie)n  e)f  Husine*ss- 
're*acber  Training  lnstitutie)ns.  The*se*  mate*rials  may  be* 
elisplaye*el  se)  that  l)oth  te*ache*rs  anel  stuele*nts  may  e*x- 
amine*  the*m,  anel  se)me*  e)f  the*  mate*rials  may  be*  .se*c)ire*el 
in  epiantity  se)  the*y  may  be*  elistribute*el.  but  why  wait? 
\elvance*el  stuele*nts  in  busine*ss  classe*s  e*an  pre*pare*  an 
attractive*  eluplicute*el  lK)e)kle*t  aelelre*sse*el  te)  the*  te*ac*he*rs 
in  the*  sebex)!. 

Tbre)ugh  inelivielual  ce)ntacts,  staff  me*e*tings,  infe)rma- 
tive*  ix)ste*rs,  anel  assembly  pre)grams,  the  f)eisine*ss 
te*acbe*r,  aiele*el  by  busine*ss  stuele*nts,  can  infeerm  the* 
sche)e)l  e)f  e)pjx)rtunitie*s  fe)r  care*e*rs  in  busine*ss  te*aching. 


16 


lU’SINKSS  KDl’CATlON  WObM) 
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(-leaned.  Htid^ek  were  down  and 
marls  were  restricted  to  «imergenc7 
traffic.  Brx.'aijsr*  the  flotKi  had  strut-k 
on  a  Friday,  repair  shoirs  were  closed; 
re|)airfrieri  crnildii’t  Ix'  reached  be¬ 
cause  a  lack  of  |M)wer  limited  com- 
innnicatioiis.  Multiply  this  situation  by 
evj-ry  schwl  and  business  firm  in  the 
town  and  by  rrvery  tyjx^  of  business 
machine,  and  you  have  an  idea  of  how 
lotiK  your  equipment  may  wait  for 
M-rvicinn. 

I'his  is  what  you  can  do  in  thc 
ineanlime; 

Typewriters 

Hcmeinlx-r  that  all  machines  are 
precision  instruments.  'I’he  first  danger 
thill  must  Ih!  faertd  is  rust.  If  you  do 
not  have  lime  to  clean  the  machine 
ihoroimhiy,  take  an  insect  spray  f^un 
iind  .spray  a  coat  of  liKhtwei^ht  oil 
on  every  part.  Spray  the  machine 
nmtjileU'ltj. 

Since  oil  has  a  harmful  effect  on 
iiihlM'r,  try  to  remove  the  ruhlMo 
pliilen.  If  you  are  not  able  to  do  this, 
however,  <lo  not  hesitate  to  spray  on 
the  oil.  The  cost  of  replacing  the  few 
damaged  ruhlu-r  parts  will  not  Ire 
nearly  so  ^reat  as  rf‘placinK  the  many 
inclal  parts  that  will  Im-  ilainaged  by 
rust. 

When  you  have  time  to  clean  the 
machine  lhorou(4hly,  first  remove  all 
the  oil  with  denatured  alcohol  or 
cailion  leltachloride.  C  lean  the  mil- 
chine  ol  dirt  by  hosing  it  with  water. 
Dry  the  machine  by  immersin((  it  in 
mineral  spirts  (a  |x-lioleum  product 
Im-Iwccii  t'iisoline  and  kerostoie).  Then 
spriiy  on  more  lit^hl  oil.  You  iniiy  tluin 
lest  the  machine  to  see  if  it  is  in 
openitliiK  condition.  Never  attempt  to 
ii.se  the  machine  until  it  has  treen 
cleaiK'd.  The  sill  that  flood  waters 
leave  Ix-hind  will  dainatte  movin({ 
parts. 

I  he  Im-sI  way  to  check  tyjx-writei 
lihlMins  is  to  lest  them  on  the  niiichinc. 
Frohiihly,  hi  iwevcr,  all  rihlMins  will  lx- 
ruined,  (doth  is  weakt-ned  wIumi  it  is 
siihmerKed  in  w'ater  for  a  loiijj  time. 

Calculating,  Adding,  and 
Accounting  Machines 

These  machines  are  cleaned  very 
much  as  ty]X‘writers  are.  In  addition, 
oix*  manufacturer  rt'commended  a 
gasoline  hath  to  wash  out  all  dirt.  If 
water  is  usr-d  instead,  and  tliere  are 
ixi  mineral  spirits  availahle,  the  ma¬ 
chines  may  lx‘  dried  in  a  hake  oven 
(the  Ixriler  nxmi)  or  a  rixirn  witli 
freely  circulating  air.  Be  sure  to  wipe 
afterwards  with  a  drv  r'loth.  Since  the 


machine  may  Ire  a  health  hazard, 
also  have  it  examined  hy  a  decontami 
nation  srprad. 

Dictating  Machines 

First  hos<^  the  machine  to  >;et  the 
l^rit  and  sand  out.  'To  dry  the  machine, 
place  it  in  a  warm  location,  or  in  an 
oven  heated  to  2(K)“F.  The  wiring  will 
not  rust  if  it  is  dried  rapidly  hy  heat. 
To  lx;  safe,  however,  ruh  the  parts  dry. 

Oni-  manufacturer  .stated  that  air¬ 
ing  was  the  worst  thing  that  could 
hapix-n  to  a  machine.  It  recom¬ 
mended  that  if  there  was  no  oil  avail¬ 
ahle,  the  machine  could  even  lx;  siih 
merged  in  clear  water.  However,  this 
is  suggested  as  a  last  resort. 

'The  Ix-lt,  disc,  or  tape  that  the 
machine  u.scs  should  lx*  undamaged. 
Simply  clean  it  with  water  and  ruh 
drv 

Duplicating  Machines 

Again  you  must  act  Ix-lore  the  lu.st 
starts.  If  for  any  reason  you  cannot 
clean  the  machine,  then  soak  it  with 
kerosene  until  the  scrvict-man  arrives. 

'To  do  the  cleaning,  add  one  part 
of  Oakile  cleanser  to  ti-n  parts  of 
water.  Fill  a  hucket  large  enough  to 
hold  a  machine.  Bcinove  all  wooden 
parts,  such  as  the  ha.si*,  and  all  ruh 
IxT  parts,  such  as  the  roller,  and 
place  the  machine  in  the  li(|iiid  .solu¬ 
tion  for  twenty  minutes.  If  you  can 
take  the  machine  apart,  do  so,  and  ruh 
all  parts  with  a  cloth  soaked  in  Oakitc. 
The  machine  may  then  lx-  rins(‘d  with 
hot  water  to  remove  rust,  ink,  and 
dirt.  The  hot  water  will  roll  off  and 
the  machine  will  dry  hy  itself 

Electric  Machines 

The  electric  motor  is  natuially  the 
most  tielicate  part  of  these  machines 
Be  «-xtremely  careful  that  an  electric 
machiix*  is  in  working  condition  Ix*- 
fore  you  plug  it  into  an  electrical 
sourci-.  Otherwise,  damage  will  result 
to  the  motor  and  to  the  wiring  in  tin' 
huilding. 

IBM  recommends  that  il  it  is  ]x»s- 
sihle,  cln-ck  with  a  re|)airman  for  <li 
r«*ctions.  In  gi'iicral,  it  suggests  clean 
ing  with  steam  or  hot  water  and  then 
spraying  on  fine  rust-prevr'iilative  oil 

Projectors  and  Film 

The  motors  of  a  motion-picture  pro- 
)r*ctor  are  delicate.  The  hound  (wire) 
sr-ction  will  lx*  corrrxled.  It  is  ad¬ 
vised  to  purchase  a  new  part,  for  it 
will  cDst  more  than  it  is  worth  to  have 
the  old  ser'tion  rewound 


Perhaps  75  ix;r  cent  of  the  projector 
may  be  saved.  Pour  benzine  on  the 
moving  parts.  This  will  dry  up  the 
water  and  leave  only  stains  of  rust 
Then  apply  rust-pr<-ventative  oil. 

If  you  can  strip  the  machine  down, 
clean  its  parts  with  soft  water,  dr> 
with  a  cloth,  and  oil.  After  it  is  clean, 
plug  the  unit  in.  'fliis  will  dry  it  out 
Hie  chance  that  dampness  will  burn 
out  the  machine  is  worth  the  ri.sk 
Water  will  damage  all  the  film  it 
reaches.  Black-and-white  footage, 
however,  can  lx-  replaced  at  from  10 
to  1.5  cents  a  f<x)t,  and  color  film 
from  2.5  to  .55  cents  a  frxit. 

Desks 

A  steel  desk  will  survive  fl(xxi 
wat(*rs  much  better  than  a  wixiden 
<lesk.  Turn  the  ho.se  on  a  steel  desk 
and  tlien  wash  it  in  clean  warm  water 
with  a  mild‘  soap.  Hinse  with  clear 
water  (if  availahle)  and  allow  to  dry 
Bememher  that,  in  the  hot  sun,  paint 
peels  and  linoleum  tops  may  buckle. 

Next,  bathe  each  piece  in  a  disin¬ 
fectant  solution,  such  as  carlxtlic  acid. 
Hinse  and  dry,  tlu-n  givr-  moving  parts 
a  light  coat  of  oil.  Dents  may  lx 
hamriKTcd  out.  Wash  linoleum  t(»ps 
with  a  mild  soap,  rinse,  and  apply  .i 
pr<*s<*rvative  paste. 

If  w(Hxlen  desks  arc  not  splintered, 
they  may  lx‘  warped  from  long  im¬ 
mersion  in  the  watr-r.  Some,  with  a 
plywrxxl  core,  may  survive.  Thesr- 
should  he  cleaned  and  disinfected,  as 
str*el  desks  are.  Wlu-lher  they  should 
lx*  refinished  depr-nds  on  your  hiidgel 

Books  and  Records 

All  paper  is  highly  susceptible  to 
water  damage.  Most  hooks  siihmi'rged 
ovr-r  half  an  hour  will  he  a  total  loss. 
The  cover  will  warp,  anil  some  glues 
will  he  rlissolved  hy  the  wafer.  'This 
will  lixisen  the  pages. 

If  the  Ixxiks  (or  paper  records) 
sc«-in  s.dvagahic,  giv<-  them  a  chlorine 
hath  and  dry  them  with  a  blower  or 
in  a  carefully  controlled  oven.  Cdilo 
line  is  a  disinfectant;  hut  it  also  re 
acts  on  SOUK-  |raper,  so  r-xperiment  first 
to  make  sure  il  will  not  affect  yours 
In  summary,  the  foui  general  str-ps 
to  salvage  all  equipment  are;  clean  it, 
disinfect  it,  dry  it,  and  oil  it.  Be  jrar 
ticularly  careful  with  electric  ina 
chines.  Some  treatments,  such  as  in 
disinfecting,  will  |uohahly  lx-  effe<- 
tive  with  all  erpiipment.  (Certain  ma¬ 
chines,  however,  rerpiire  imlividual 
tn-atment.  Since  all  fl*Kxl  situations 
vary,  you  must  lx-  prepared  to  make 
vour  owTi  judgmr-nts.— Rohert  Purker 
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BUSINESS  EDUCATION  WORLD 


1 


Improving  l)E  Instriiclion 
through  Stale  Supervision 

BILLINGS  BURLINGAME,  Associate, 

Htifedu  j*  HiiSitiess  and  Distributive  Edu'  aticxi  New  Yo'i-  State  Department  of  Eduration 


AL  I  i  i()l'(  >1 1  M-tailiii)'  anti  iiin 
C'liaiidisin^  have  Ix-cii  taught  in 
a  few  city  schools  ol  New  ^ork  State 
toi  over  io  years,  it  was  not  until  the 
passage  ol  the  Cieor^te-I  )een  act  in 
Hl'Vi  that  (listrihntive  education  as  we 
know  it  came  into  heing.  Spnrr<*«l  hy 
the  financial  aid  that  this  act  pro 
vided,  the  new  pro^ranl  or^ani/ed  its 
first  classes  dnrinn  lf);^7-dS.  'I'he  first 
fnll-time  supers  isoi  for  distrihntive 
(‘diication  vsas  appointed  in  lf)3S,  and 
state  supervision  lor  tin;  co-operative 
1)K  courses  has  heen  |)rovided  since 
then. 

rhis  |)ro^rani  d)‘Veloped  on  two 
h'Vels-the  hinh  school  co-«)iM-rative 
program  and  the  adult  l)i')  program 
foi  employed  woikers  in  tin-  distrihn 
tiv<‘  trad«‘s.  In  the  hinh  scIkmiIs,  classes 
were  r)r)rani/ed  on  a  co-operative 
basis,  with  students  s<-curinn  practical 
|>art-time  work  experi«‘nce  in  stores 
and  oth(‘r  distrihntive  onticts,  in  addi¬ 
tion  to  reunlar  <  lasswork. 

In  New  York  Statr-,  l)K,  as  a  part 
of  the  hnsiness  education  s«*rvic<*  of 
the  State  I'.diication  Department,  is 
snp<-rvised  hy  on<-  of  the  six  associates 
of  the  Ihireau  of  ihisin<‘ss  and  Dis 
ti ihnlive  Mdneation 


SUPERVISION 


(KTOBFR.  1955 


KIKTII  IN 
A  SKKIKS 
Ol*  SKVKN 
AHTICI.K.S 


The  DE  supervisor  is  respon¬ 
sible  for  the  development  of 
retailing  and  merchandising 
courses  in  the  state  high  schools, 
on  both  high  school  and  adult 
levels. 

Il(^  woiks  ( losely  with  the  supei 
visor  for  adult  hnsiness  education, 
another  Biiie.in  mi'inher,  in  matters 
involving  the  adult  Df*',  program. 

rh<‘  ti  athei  tiainer  for  DF  in  New 
York  Statr-,  Reno  knoiise,  is  not  at- 
taclu'd  directly  to  th(*  Bureau  hiit  is 
professor  of  hick  handisin^  and  head 
of  the  Dep.iilment  of  Retailing  of  tlie 
New  York  .State  Oolleye  for  I'eachers 
in  Alhany.  'Hie  (’olh-j»e  program, 
which  is  snp|>oited  p.irtly  hy  Ferleral 
(ieorye- Barden  .\ct  fiimls,  permits 
hnsiness  majors  to  he  graduated  with 
a  Df*!  license,  proviiled  they  fulfill  the 
work-expeiience  re(|uircments  for  li- 
lensinn. 

I’! very  state  oper.it m^  with  I'ederal 
viM'.itional  funds  is  reipiired  hy  law 
to  set  n|)  wh.it  is  known  as  a  .State 
Rian  lor  Vocational  Fdiication.  (Indei 
the  New  York  .St.ite  I'lan,  the  DF 
supervisor  is  ^iven  the  ies|Uinsil)ility 
lor  promotion  ol  new  iirot'rams  and 
supervision  of  those  already  opi;rat- 
iny;.  In  .iddilion,  he  is  assigned  the 
task  of  promotiii)'  and  si-rvicinn  the 
adult  ilistrihut ive  education  courses 
that  m.iy  he  ofleied.  Some  (){  his  more 
important  activities  are; 

•  Rromotin('  and  orf'ani/in^  new 
proyfrains 

•  Development  of  eurricnlum  and 
tear  hers’  airls 


•  It'acher  tiainiiiK  .iiid  assistanie 

•  'I’eacher  certification 

•  Approval  of  applications  for  Fed- 
al  aid 

•  i’ield  snpei  vision  .iiid  scIkmiI 


Of  is  still  a  "new  baby" 
among  the  services  offered  to 
schools  by  the  Bureau. 

Although  distiihiitive  education  in 
.New  York  State  is  IS  years  old,  and 
althon^h  approximately  100  scIkniIs 
operate  training  programs  in  the  dis- 
trihutive  trades,  one-third  to  one-half 
of  the  supervisor’s  time  is  spent  in 
helping  to  organize  new  programs. 

Just  how  <i(M‘s  a  new  1)1'^  pro^iam 
come  into  heiiiK,  and  wliat  part  does 
tin;  .supervisor  play? 

It  is  important  to  note  that  educa 
tion  in  New  York  State  is  a  lo«al 
lunction  under  the  control  and  sn|K*r 
vision  of  the  loc.dly  electeil  hoard  ol 
education  and  its  duly  appointi'd 
school  officials.  Hie  decision  as  to 
wheth<-r  a  program  in  distrihntive. 
tiainin^  is  to  lx*  addeil  to  the  ciiiricu 
him  is  a  local  one;  therefore,  the 
inilial  reipiest  to  the  Bureau  for  in 
formation  alxiiit  the  pro^iam  anrl 
help  in  estahlishin^  it  must  <  ome  from 
the  loral  srliool  officials,  ('siially  the 
superintendent  or  principal  will  di 
rcct  such  a  rc-cpiest  to  the*  chic-f  of  the 
Bureau.  Often,  one-  of  tin-  ^enc-ral 
fmsiness  c'diication  su|>c-rvisors  in  tin 
Bureau,  in  his  rc-jxirt  on  u  certain 
sch(X)l,  will  rc'commeiicl  that  m  DF 
proiijram  sliould  lx*  organized  Tfie  DF 


a  I 


Cl- 


iijpervis«H  will  then  plan  un  visiting 
that  M-hnnI  in  the  fiitiirf.*. 

On  the  initial  visit,  the  Mi()<*rvisor 
will  meet  with  the  siiiM-riiitendent, 
the  M-hnnI  [•rineipal,  and  oiten  with 
»»ther  scIkx)I  officials  (|H-rhaps  the 
hiisiiKrss  department  head)  and  the 
^iiidancf*  director.  He  will  explain  the 
o|M*ration  ol  the  prof^ram  and  the  re- 
s|X>iisihilities  of  the  scIkkiI,  and  will 
outline  the  steps  leaditiK  to  the  de- 
vehjpment  at  a  program.  If  the  st'IkxiI 
representatives  want  to  emhark  on  .1 
|)roftram,  the  sii|M*rvisor  will  make  a 
eornplete  study  and  analysis  of  the 
ItK'al  situation  to  determine  whether 
a  co-op<*rativr-  l)K  plo^^am  is  likely 
to  succeerl.  Kactors  considererl  arr* 
size  of  the  <-ommunity,  niirnlMT  of  r<‘- 
tail  and  r>ther  distrihutive  outlets, 
nurnlx'r  ol  employees,  nurnlx'r  rrf  new 
employer-s  need«-d  ear  h  year,  and  size 
and  ty|M'  «»f  tin*  student  IhmIv  in  the 
IiikIi  ST'hool.  With  the  a|)[)roval  of  the 
v-IkniI  officials,  the  su|M‘rvisor  will 
visit  the  |(M  al  (.'hamlM-r  of  (](»mmerc'e 
and  retail  and  other  distrihutive  hNnl- 
eis  in  the  community.  An  analysis  of 
all  the  f.ictors  will  then  si-rve  as  the 
basis  l(»i  a  suprTvisory  re|)ort  r<*com- 
rneiKliiiK  that  a  proKram  in  rlistrihu- 
tive  training  Im-  estahlishcd  f»r  that,  in 
the  opinicm  of  tin*  snpervis<»r.  it  would 
not  he  worth  while  to  start  one. 

If  a  de<  ision  is  made  to  estahlish 
a  co-«)perative  l)K  pr<»nram,  the  fol¬ 
lowing  steps  will  Im-  takr-n. 

•  The  Im»  ar«l  of  education  will  r-m- 
ploy  a  li<-ensed  t(‘acher-c‘o-ordinator, 
who  will  have  neiu’ral  res|>onsihilit\ 
for  ori'ani/int'  the  pro^rram. 

•  An  advisory  committee  ('ompose<l 
of  inter«‘sted  I(H*aI  merehants  and  dis 
Irihutors  will  Im*  ap|>oinl(‘d  to  act  as 
a  channel  of  support  hetw«‘en  the  mer- 
eliant  communitv  anil  the  school,  and 
to  advise  the  seh<M)l  officials  on  proh 
lenis  jointly  aifeetinu  the  srhool  and 
tlM>  meix'hants. 

•  Approvc-d  courses  oi  study  in  the 
distrihutive  trades  will  Im*  si-f  up  in 
tin*  hiijh  school  prourani.  usually  in 
the  junior  and  senior  scars. 

•  .Students  who  enroll  in  the  l)K 
pn*>»ram  will  Im-  extrected  t«»  work  in 
IfKid  d'stiihutive-trade  outlets  for  !."> 
hours  or  mor«-  w«*ekly.  'Hie  teacher- 
eo-ordiiiator  \si1l  arranue.  usually  with 
the  hi'Ip  of  th<*  acis'isorv  isimmitt<‘e, 
for  students  to  work  in  Itn-al  estahlish 
m(‘nts  under  schiK)l  supervision. 

TIm-  n‘s|)<insihility  ft»r  orKani/in^ 
and  o|M‘ratinK  such  a  program  rests 
with  the  l(K-al  educational  authorities; 
hoss'cvrT,  the  state  sii|)or\’isor  stands 


ready  to  advise  the  su|K;rmtendent  or 
principal  at  each  staye  of  devr-Iop- 
inent  ol  a  program,  and  is  available 
to  work  with  the  teacher-co-ordinator 
diiriiiK  the  early  d<‘velopment  ol  the 
|)ro(rram  .ind  as  neerled  later. 

The  Bureau  takes  the  lead  in 
developing  sound  course  out¬ 
lines  and  syllabi,  as  well  as  other 
teaching  aids,  for  school  use. 

H<*cently,  a  new  inter^rated  tw«> 
year  syllabus,  entitled  Distrilnitifr 
I'Uluratioii  I  ami  lU’lailina 

//,  has  iH-en  deveIo|M-d  hrr  use  in 
hir;h  sch(M)ls. 

Th«‘  lirsi  step  in  its  develoDinent 
was  tlu-  a|>pointmeiit  by  the  Hureuu 
chief  in  1 9.51  of  a  six-rm-mher  syllabus 
eomrnilt«‘e.  This  committee,  composed 
ol  experienced  l)K  t<>acher-c«)-ordi- 
nators,  met  for  two  weeks  during  the 
summer  ol  1954,  under  the  direction 
of  th«>  I)K  sup<*rviM)r.  As  a  result  of 
the  committe(*’s  efforts,  an  ex|MTi- 
rnental  course  of  study  was  lashion«‘d. 
and  was  used  during  the  school  year 
1954-55  in  17  scluKrls  in  Intth  the 
junu»r-  and  senior-year  class<*s  f)f  the 
«s»-o|wrative  I)K  prrruram.  Kach  of  the 
17  teaclu’r-r-o-ordinatrrrs  summarized 
his  us«*  of  the  syllabus  and  made  nc- 
ommendations  for  chanue. 

The  syllabus  committee  met  with 
the  I)K  su|wrvi.sor  a^ain  early  this 
past  summer  and  studierl  thesr*  n-ports 
and  recommendations.  'Hie  n-vise«l 
syllabus  in  Hetailin^  I  and  II,  em- 
iHidyin^  the  chaiifrcs  approved  by  the 
(s>mmitl(‘e,  is  availahh*  for  use  in  the 
schools  this  fall.  'I'liiis  the  Ihireau 
<lraws  on  the  wid«*  ex|M*ri«‘nce  of  those 
in  the  fie  ld  in  impnwiriK  its  service-s. 

rolhrwinn  simihir  pnKM-dures.  the’ 
Ihire-au,  iinde’r  the*  dir<‘ctie)n  erf  the- 
DK  suiM’rvisor,  has  de’ve’lerped  a  se-rie-s 
e»f  six  aelnit  course’s  for  e-mploye’d  re-- 
tail  anei  distrihutive  werrke’rs.  Olfe’re’el 
by  the  Hiire-au  as  a  ne-w  pro^r.im  for 
aehilts.  the’\'  are*  In’in^  inau^urate■el 
eluriiiK  this  scheMtl  ye-ar  in  various 
pilert  cermniniiitie’s  in  the-  state*.  If  sue 
ee’ssful,  the*y  will  Ire-  available-  stale- 
wieh’  iM’xt  year.  The-  Hure’au  inte-nels 
le)  weirk  clerse’ly  elurin^  the-  cenninu 
year  with  the-  pilot  preturains  in  erreh’r 
ter  nneerve-r  any  we-akne-ss  that  can  he- 
eerrie’cteel. 

The’  Hure-au  has  always  use’el  a  vari- 
e’tv  erf  te-achiliK  aids  ter  assist  the- 
supe-rviserr  and  supple’ine’iil  his  activi- 
tie’s.  Se’vcral  hulle-tins  inverlvin^  the- 
ele-ve-lerpme-nt  and  er|M’ratiern  erl  the*  elis- 
trihutive-e'ducatierii  preryram  are-  avail¬ 
able-.  Kerr  example,  Bulle-tin  No.  I. 


Kevisc'd,  gives  tire  regulations  gervenr- 
ing  HE  in  New  York  State.  .An  illus- 
trate-d  colerre-d  brochure  eiii  How  to 
Prvf'lop  a  Distributive  Education 
Vrofiratu  e-an  .riser  In-  se-cure-el.  ()the-rs 
include-  a  list  erl  te-xtlrererks  availahle- 
ferr  iMrth  ye*ars  ol  re-tailing,  and  a 
typie-al  se-hererl  -  laUrraterry  -  classrererm 
layout  with  a  ele-scription  anel  a  list  erl 
spe-e-ifie  atierns. 

The  l)E  supe-rviserr  e-dits  a  pe-rierd- 
ie-al  DFl  ne-w  sle-tte-r  that  is  maile-ei  ter 
all  te-ache-r-c-er-errdinaterrs  in  the-  state* 
anel  ter  erthe-rs  inte-re*ste-d  in  the  .sub 
je-ct.  This  ne*w sle-tte-r,  which  se-r\e*s  as 
a  ve-hicle-  erl  e-ermntuiiieatiern  Iw-twe’e-n 
the-  Bureau  and  the-  se-lnrerls,  was  issue-d 
ehiring  the-  e-arlie-r  ye-ars  erl  DK.  the-n 
was  suspe-nele-d  hrr  a  time-,  hut  was  re- 
e-stahlishe-d  twer  ye-ars  ager.  It  is  Ix-ing 
issue-d  ehiring  this  sehool  year. 

One  important  method  used 
by  the  Bureau  to  help  teacher- 
co-ordinators  is  group  meetings. 

\e-w  te-ae-here-o-ordinators  atte-nel 
not  only  iM-ginning  husine-ss  le-ae-he-rs’ 


Retailing  students  on  the  job  t/- 

bistrute  ro-oju’rativc  protiratns  in 
three  different  stores  in  Xete  York 
State.  liehne:  f.nhin's,  in  Yonkers: 
rifiht.  (d)ove:  siuniina  floods  depart¬ 
ment  in  a  Seheneetadit  store;  right. 
Itehne:  ino<fr-f  store  u  indotr  at  Troti 
Iliuh  Sell  oof  (William  Sefitie,  teacher 
en  ortlinator.  is  in  the  center) 
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worksliop'i  mil  by  th»-  Bureau  each 
year,  but  spitial  meetings  lor  teacher- 
I'o-ordiiiators  as  well.  These  work¬ 
shops,  eaeh  one  (lay  loiij;.  are  planned 
and  led  by  the  stale  DK  supervisor, 
and  serve  as  another  link  In  twcen  the 
Bureau  .ind  the  sehiHil.  Intorin.d  in 
nature,  they  enable  the  snpersisor  to 
help  with  the  problems  laeinn  the 
teachers.  ,\ot  the  least  benefit  to  the 
teaeher-eo-ordinatoi  is  the  esehanyie 
of  ideas  in  yiis'e  and  taki*  disenssions. 

In  addition  to  these  workshops,  a 
two-dav  statewide  I  )isli ihntive  ICdn- 
ealion  (ionfereiKc  was  held  in  .Mhany 
last  \l.iy.  .Attended  by  teaeher-eo- 
ordinators  and  others  tiom  all  o\ei 
the  state,  it  served,  .nnony'  olhei 
thinus.  to  liH'iis  attention  on  distnhn 
tivc  edneation  as  a  st.itewidi  pld^l.ml 


tion.  This  may  Ire  in  letailtiiK,  whole- 
s.iliny;,  or  some  other  phase  of 
merehandisiiiK,  or  it  may  Ik*  a  com¬ 
bination. 

The  Office  of  I'eachei  ( 'ertifieation 
handles  all  applications  lor  DK  ii- 
eenses,  but  it  often  recpiests  that  the 
fhiican  evaluate  the  work-experience 
credits  submitted  in  fnlfillment  of 
th«‘  reipiirianenls.  This  duty  falls  to 
the  supervisor. 

Oik*  oi  the  res|)onsihilitU‘S  ol  tin* 
Bureau  is  to  receive  and  process  ap- 
|)liealions  by  scIkmiIs  tor  I'ederal 
fnnds  under  the  ( ieoi Hi'-B.irdeii  .Act. 

It  is  tiu*  l)K  supervisor’s  lesponsibility 
to  determine  whether  the  scIkmiI  has 
met  the  reipiirements  lor  sneh  .lid  and 
to  rceomiiK'iid  approval  or  rejeelion 
to  the  chief  ol  the  Bureau. 

One  of  till*  important  phasi's  ol  the 
DK  sn|)ervisor’s  woik  is  scIkkiI  visita¬ 
tion.  .As  mentioned  earlier,  nj)  to  one 
half  the  supervisor’s  time  is  spent  in 
field  activity.  A  substantial  amount  ol 
time  is  spent  in  woikin)i(  with  scIkkiIs 
th.it  are  orKaiij/in^  new  programs  oi 
pi. Ill  on  (loin).'  so  within  the  next  xeai 
Ol  two.  \  second  ma|oi  field  activity 
is  visitinu  the  schools  .md  eommimities 
where  l)l',  pid){i.ims  are  established. 
I’erh.ips  Htl  to  til)  pci  cent  ol  the  tiim 
spent  in  the  field  is  devoted  to  these 
two  phases  ol  supervision.  The  rest 
is  t.iken  lip  by  sneh  tasks  as  attend 
ill);  meetings  ol  both  edne.iloi  .ind 
meieh.int  )'ioii|is,  .md  appi'arani  (‘s  he 
lore  meieh.int  )'ioiips  and  ehauibers 
of  eommeii'e  oi  siiml.ir  ineetiny's,  lor 
the  pmpose  ol  expl.iiiiiii);  the  1)1*'. 
pioi'i.im 

Let  us  follow  this  Di  super¬ 
visor  on  a  typical  day  in  the 
field. 

Tod.iy  he  IS  visitiii);  .1  hi)j;h  school 
wheie  .1  l.ithei  siKicssliil  |)io)'ram  in 
disti ihiitivc  ediie.ition  h.is  hei*n  oper 
atiiii;  lot  einht  or  niiK*  years.  I  Wo  mi*n 
.III*  employed  in  the  woik  Iicm*.  Oik*. 
who  IS  ;ilso  the  hlismess  dep.iitmelit 
head,  te.ii  Ik*s  twd  senioi  K-t.iilini' 
classes  in  the  foienoon.  and  s|)ends 
the  .illeinoon  visitin);  emplovers  .ind 
stiiden's  .it  woik.  flu*  other  teai  her 
instiiK  ts  the  jniiioi  vear  letailiii)' 
(kisses 

It  is  W  ediiesd.iv ,  .iiid  till*  siipervisoi 
h.is  been  out  on  tli>-  ro.id  since  e.nly 
Mond.iy  iiioiniiii;  lie  le.ives  his  hotel 
in  tune  to  diive  lo  the  Ini'll  school 
will  le  he  .iiiivcs  .ihoiit  tin*  tune  school 
opens.  Il(*  first  (  .ills  .it  tin*  prim  iiial’s 


I'laimuig  and  ai languid  these  various 
workshops  and  t*onferenc(*s  is  a  Innc 
tion  of  the  l)F,  sujM'rvisor,  as  a  part  ol 
till*  Bureau  program  lor  t(*aeh(*r  as¬ 
sistance. 

In  \ew  Voik  Stati*,  .ill  t(*.ieh(*rs’ 
lie(*ns(*s  ((*x((*pt  lor  N(*w  A’ork  (lity 
and  Bnihilo)  an*  issn(*(l  by  tlu*  Olliei* 
of  I  raeh(*r  (  a*rtiliealion  ol  tlu*  K(hi(*a- 
tion  Department.  I'he  r(*(piiri*m(*nts 
lor  licensing  as  .1  1)1*'  ti*aeh(*r-eo-or(li- 
nator  an*  established  bv  tin*  Ollier*  ol 
T(*aehi*r  ( iertilieation  and  tlu*  Bnr(*aii 
of  Bnsin(*ss  and  Distrihiitivi*  h’diiea- 
tion. 

B(*.si(l(*s  till*  ae.idemie  ie(|nir(*ments. 
till*  teacher  CO  ordinator  .i|)plieant 
must  submit  evidenee  ol  oni*  year 
III  s.itislaetoi  v  .md  approved  work 
experienei*  in  somi*  ph.isi*  of  distrihn 


|)ruii  ip.il  winks  out  .1  sehi  dnli* 
'CnufltltH'tl  till  jiOUl' 


Errors 


\  KIVK-I'AIM  SKIM  I 


/.  Errors  made  after  reaching  for  center  rows 


WHY  ilo  my  iN’Kiiincis  makr  er¬ 
rors  wlien  stroking  letter  keys? 
How  eaii  I  teaeli  typiiiK  so  my  pupils 
will  not  make  so  many  misstiokes? 
What  should  I  have  my  advaiiet'd 
students  do  to  lediiee  their  letter-strok- 
iiiK  eirois? 

Snell  ipieslions  olten  are  loremost 
III  the  minds  of  eonseientions  teaeli- 
ers.  The  answers  are  to  Im-  lonnd  in 
leliahle  r«*eords  of  typiiij;  errors 
Authoritative  aiisweis  will  Im*  forth- 
eomiii('  when  earefnlly  eompiled  data 
art*  availahle;  until  tlu*ii,  we  must  use 
the  few  reliahit*  data  pnhlished. 

lilt*  most  eomprt*hensive  eompila- 
tion  of  data  on  stroking  errors  was 
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made  a  miinhi*!  of  years  ago  hy  1).  1). 
L<*sse*nlM*rr\  (University  of  I’itts- 
hnrgh).  Using  tin*  papers  of  stndi*nts 
at  all  levt*ls  of  ability  and  writing  at 
various  speeds  in  schools  situated  in 
all  parts  of  this  eonntry,  Dr.  L<*ssi*n- 
lM*rry  tahnlati*<l  a  total  of  6.3,9  Itt 
errors.  His  chart  shows  both  the  lettt*r 
iiilciulril  to  Im*  typeil  and  the  letter 
iU'tiuillij  typed.  Snell  a  tabulation 
would  set*m  iepresi*ntativt*  of  errors 
madt*  in  tin*  average  el.issriMnn.  Al¬ 
though  this  study  was  mad«*  more 
than  2.3  years  ago,  the  teaching  of 
ty|M*writing  fingr-ring  has  changed  so 
little  that  this  Error  Chart  can  Ik* 
acx*4*pted  as  a  fair  sampling  of  the 


lett»*r  errors  still  made  in  the  aver¬ 
age  typ<*writing  class. 

Wln*n  trving  to  rednec  letter  «*rrois, 
rflort  should  focus  on  the  letter 
ititciulcd,  not  on  its  substitute.  Why 
was  this  letter  not  ty|M*d  as  intended? 
is  tin*  key  i|in*stion.  I'he  substitution 
may  help  explain  the  error,  d'he  teach¬ 
ing  materials  and  pr(K-i*dnrf*s  to  prc 
vent  or  rediica*  lett(*r-snbstitntion  «*r- 
rors  must  In*  centereil  on  learning 
ex«*rcis<*s  that  will  develop  fast,  ae 
enratr*  k(*y-stroking  finger  movements 

Tin*  following  table  of  the  snbslitn 
tions  listed  in  the  Errm  Chart  for  the 
h'ft-hatul  part  of  the  keylniard  shows 
that  a  large  nnmlK*r  of  letter  errors 
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ottici  liaiul,  thf  .iltciiiatiiig-haiKi 
■.fries  —  Uislilkfinhfjtlksla:  —  should  Ih’ 
ty|x*d  at  the  highest  sjx'ed  |)ossihIe. 
Next,  worths  and  expressions  that  re- 
tpiire  the  index  (iiiKer  to  stroke  its 
home  key,  tlien  reach  for  a  center- 
row  key,  and  then  return  to  stroke  its 
home  key  again-sneh  as  tlrof  nan-s 
fail,  .self  t'no  flif.s,  leaf  nild  fades; 
jerk  hard  Joel;  dark  hash  jars;  jars 
lurid  j(ule—dxe  helpfid,  for  tfiey  en- 
foK  e  tfie  ri'tnrn-trip  movements  prae- 
t'lvtl  in  tfie  speed  series,  and  save  tlie 
teaefier  from  saying  anytfiin^  alxint 
flow  the  indt'x  linger  “round  trips”  to 
stroke  a  tenter  key. 

^sas  made  to  the  ri^ht  of  eaeh  i»i  tfie  eenter-row  keys  is  ofivions.  Ite  l.earniiin  the  intlex  finder  reaefit's 

tended  key.  liimiers  sfionid  f>e  taiiuht  from  tfie  to  tfie  t  and  (/  keys  follows  tfie  same 

I'fie  siilistitntions  detailed  in  tliis  outset  to  stroke  a  eenter-row  key  fry  steps  just  detailed.  1  fie  letter  .series 

talili;  indicate  tliat  tfie  typists,  liaviii({  streteliin^  an  index  finder  away  from  fff  and  jyj  leail  the  way  for  tfie  s|M“etl 

moved  tlieir  left  liands  toward  tfie  its  liase  key  and  returning  tli.il  finder  series  —  nvd/t/dvti  and  Jkjyjkl;  —  uud 

riylit,  tlien  stroked  .some  key  witli  a  to  its  liase  as  soon  as  llie  eenter-row  tliese  to  tfie  allt'rnatiiig-li.ind  series— 

left-hand  fiiijter  wliile  tfie  finders  wt-re  key  is  strokeil.  ( ,'eiiler-row  readies  are  a,\lilkfjtyfjdksla;  —  finally  stroke-se- 

sfill  to  the  riylit  of  their  liase  jiosition  finder  reaches,  not  hand  reaches.  'I’lie  ipieiiee  phrases  such  as  fast  feet  fret  a 

f  ile  typists,  in  a  hurry,  had  not  re-  important  elenuMit  for  the  teacher  to  flat  fotrt;  jelly  Jerry  jrtkes  a  junky 

tiirnetl  their  fiands  to  the  liase  posi  emphasi/.e  is  that  tfie  index  fin^'er,  h'fky  jetty,  Joe.  'I  he  index-linker 

lions  liefore  tliey  swnn^  one  or  more  when  typinj;  a  center-row  key,  ahvatf.s  reaches  to  the  h  and  n  keys  may  Im- 

finders  in  tfie  usual  way  to  .stroke  spreads  away  from  its  home  key  and  strenj'lhened  hy  similar  steps, 

another  key.  .As  a  result  of  the  failure  instantly  returns  to  it  without  a  move-  I  he  teaehiii)'  ol  successive  strtikes 

to  letiirn  their  liands  to  tlieir  liase  meni  of  the  hand  toward  the  center  on  center-row  keys,  such  as  fthf,  jynf, 

positions  Im-Ioic  .stroking  anothiT  key,  row.  futf,  jhyj,  fhtf,  jnyj,  and  otliers,  in 

lliey  fiad  typed  a  letter  to  the  ri^ht  ”1  he  correct  spreadiiif'  ol  the  fore-  which  the  index  finder  should  rurt  re- 

of  the  letter  inlendi‘d,  they  had  madi  linger  and  snapping  it  h.ick  to  its  tuiii  to  its  hase  until  the  cenler-row 

an  error.  home  kev  can  1m-  taught  liy  usinn  seri«-s  is  eonipleled,  need  not  always 

slrokiii}’  exeifises  that  always  firiiiK  lollow  the  steps  outlined.  .Slow  learn 

Right-hand  Substitutions  tfie  finner  hack  at  once.  Sneh  se  ers  may  neeil  the  leltei,  the  .S|)eed, 

A  similar  analysis  til  sulistitutions  (juences  as  jhj  f^>f,  jyj,  ftf,  jnj,  and  and  the  .dternalinu  hand  series;  lint, 

on  the  rinht  hand  shows  an  extremeU  fhf  all  retphre  the  return  ol  the  index  lor  most  stmlenls,  words  and  pfirases 

lar^e  nunilH'r  ol  snhstitulioiis  iviadt- /o  finj'er  to  its  fiome  key  after  reat  hin^  eliosen  with  regard  to  their  index 

the  left  of  the  letter  intended.  'I'fiese  for  a  center  row  key.  lint  hjh,  ^fn,  t/ji/.  finder  se«|uenees-sneh  as  firah,  trot, 

many  errors  alsti  seem  tine  to  key  tft,  and  the  like  <lo  not  hrinn  the  mdex  hrau  fiatei,  hatter,  hrauaart,  loftnn 

strokes  heiiiyt  made  when  the  fiaiid  finder  hack  to  its  home  key.  I  util  a  human,  rloithm  maiihem,  fraurnent 

was  tiff  its  hase,  towaid  the  center  ol  (inner  movi-meiit  has  Im-cii  mastered,  will  yive  the  neetled  leariiiiin  piaetiee 

tfie  keyhoard— tliere  are  a  larne  nnm-  the  coni/i/ete  (innerinn  cycle  of  leaeli, 

In-r  of  siihstitutions  of  t  for  y,  ol  n  foi  strike,  retnin  should  Im*  made  every  Special  Exercises 

h,  of  h  for  n,  for  f‘xampl(‘.  Sucfi  suhsti-  time.  A  complete  linnerinn  cvele  starts  So,  the  first  step  m  lediiemn  h  ttei 

tiitions,  on  one  liand  or  tfie  otfier,  ac-  from  the  fiome  key  lor  the  (inner  and  strokinn  errors  is  to  use  le.iruinn 

count  for  some  22  per  cent  of  all  tin  ends  on  tfie  same  key.  'I'liiis,  a  key-  eises  that  retpiiu  stinleuts  (  I  )  to  fiolil 

errors  tallied  in  I.a-ssenlMTry’s  study.  strokinn  setpieiiee  such  as  jhj  com  their  finners  ovei  their  home  kexs 

Ihe  Irasic  cause  lor  these  suhstitu-  prises  a  eom|)lete  (inner  eyt  le.  hut  with  little  oi  no  sideways  movements 

tions  is  a  faulty  or  unfamiliar  hand  nffi  is  an  ineom|)lele  (inner  cycle  he  ol  the  hands,  (2)  to  spread  th<‘  index 

position.  W  hen  a  center-row  k<-y  is  to  cause  the  strokinn  (inner  does  not  (inners  away  (roni  the  others  when 

he  stroked,  most  heniuners  move  a  necessarily  st.irt  and  end  on  the  home  strokinn  er-nter  keys,  (‘i)  to  stioke  a 

hand  inward  toward  the  center  row  to  k«-y.  home  k«‘V  ininiedi.itely  hefoie  and 

help  the  iinlex  (inner  stroke  a  key  in  ’l’»*a(  hinn  the  (•••nfer  low  lear  hes  alter  strokinn  a  center  kr*y  . 

tliat  row.  hut  alter  the  kev  has  Ih-imi  from  the  home  kr-ys  and  hack  starts  I'or  im  leasinn  spr-ed  when  stiokmn 

stroked,  the  fiand  is  not  returmil  to  witfi  tfie  letter  series  /n/  and  jhj  eenter-row  keys,  (1)  use  lettei  se 

its  form<*r  |>osition,  so  wfu-n  the  fin-  W'lu-n  tfu-se  rr-at  hes  can  Im-  marie  ae-  <pi<-m «-,  (inner  s|M-*-d  and  alteiiiatinn- 

ners  arr-  movr-d  in  tfi<‘ir  usual  way  to  r-uratr-ly  and  rapidly,  thr-y  sliould  Im-  hand  sr-rir-s  in  tfie  ord<-i  outlinerl 

stroke  kr-ys,  <-acfi  finn*-r  strikr-s  a  key  asscK-iated  with  all  tfie  strokr-s  on  tfie  alxivr-,  ami  (2)  iisr-  h-arninn  «-x«-rcis<-s 

inward  of  the  om-  intendr-d.  ll«-m-<-,  liorm- row  hv  typinn  ;*'•  '"apirlly  as  |)os-  that  eiieonran*-  students  to  make  >*'«■ 

tlir-sr-  siihstitutions  an*  hand-|)osition  sihli-  thesr-  spr-r-rl  sr-rir-s:  asilfx'fdsa  r  r-ssivr-  strokr-s  on  thr-  r  r-ntr-i  row  kr-ys 

r-rrors,  not  finnerinn  r-rrors.  ami  ;lkjhjkl,.  For  still  n*^*‘atr-r  spr-r-d,  without  rr-tiiriiinn  thr-  imiex  finn*-r  to 

Tliat  tfie  index  finn<‘rs  must  fx-  and  for  Ir-aruinn  tlir-  tirninn  fur  inter-  its  fiornr-  key  until  tfie  .suceession  lias 

moved  inward  in  some  way  to  strike  veninn  strokes  by  the  finn«’rs  of  the  fM-en  eompletr-rl 

i-t 
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SECOND  OF  A  SERIES  ON 
TEACHING 
MATERIALS 


WilA  r  l  YI'K  ol  instriK-tioit  i/ii  dii- 
plicaliii^;  iiiacliitirs  shall  I  Kivi*!* 
What  and  siipplit's  will  I 

iircd?  W'hi<-h  nl  tin-  duplicating  pro¬ 
cesses  shall  I  emphasi/,e?  What  tear  h- 
in^  materials  art*  available  Inr  my  use? 

These  are  st»me  ol  the  (|uesti(>ns  that 
teachers  usually  ask  when  they  are 
cnnsideriiiK  st'ttin^  u|)  a  duplicatin){- 
machiiie  course  or  unit  ol  instruction. 
They  mi){ht  even  lie  asked  in  apprais- 
in)(  present  instruction. 

In  tirder  to  answer  these  and  other 
tpiestions  olten  voiced,  manufacturers 
of  duplicating  etpiipment  and  piihlish- 
ers  of  husiucss  textl>(K)ks  were  asked 
for  all  possible  information  that  iiii^ht 
Im*  of  help  to  any  teacher  eoncerned 
with  this  phase  of  traininu. 

Typ«  of  Training 

It  is  iM'lieved  that  students  who  are 
Koio^;  into  office  iH-ciipations  should 
he  familiar  with  the  preparation  ol 
stencils  or  masters  and  with  the  »)pera- 
tioii  ol  tin*  various  ty|M‘s  of  duplicatiiiK 
machines.  An  important  part  of  train- 
inj4,  often  negle<-l«*d,  is 
information  about  the  different  dupli- 
catiiiK  pr(K*esses,  in  order  to  h<*lp  the 
stiK*:  :it  sr'Ieet  the  h<*st  and  most  eco¬ 
nomical  pnK-ess  lor  each  job  to  lx* 
done. 

flow  much  skill  the  student  can  at¬ 
tain  in  th(‘  preparation  of  stencils  and 
masters  and  in  the  operation  of  the 
imu'hines  <le|M-nds,  naturally,  oii  the 
.uuoiiut  of  tiiiK*  allowed  and  the  ecpiip- 
meiit  available,  hut  some  of  tht*  gen¬ 
eral  inlormatioii  can  Im*  inchid(*<l  in 
any  suitahh*  course. 

STENCIL  PROCESS 

The  stencil  duplicator  has  loiiy'  lM*(*n 
ts)nmionly  us(*<i  in  offic'(*s.  It  is  the 
process  that  pruducr^s  copy  that  most 


closcK  ies«*mhles  typi*writt**n  coj)>. 
Therefore,  it  is  considen*d  a  hcmkI 
priMcss  lor  form  letters  that  rr*nuire 
fill  ins.  .'Xlthou^h  black  copy  s<*<*ms  to 
he  desired  the  most  f re«ju«*ntly,  inks 
arc*  availahh*  in  (*ighl  colors  plus  white*, 
which  can  h«*  iis<*d  on  dark  pap«*r  or 
.IS  a  ton«*r  with  the  oth<*r  colors,  (iolor 
jobs  can  he  run  by  chauKin^;  th<*  ink 
in  the*  drum  (which  must  lx*  cl(*am*d 
thoroughly)  or  by  inkiii^  a  clean  ink 
pad  fr(MU  th(*  outsidf*.  (annhiniiiK 
s(*v<*ral  colors  on  on<*  ink  pad  re(piir(*s 
that  approximately  out*  inch  lx*  l<*tt 
lM*tw«*«*n  tlx*  difler(*nt  colors. 

'flu*  numher  of  copu*s  it  is  possible* 
ter  make*  Irexn  erne*  st(*ncil  ele*pe*nels  ern 
si*V(*ral  facterrs— the*  kind  erf  ste'iicil, 
the*  care*  in  pre*paratie)n,  the*  kinel  erf 
ink,  aiiel  the*  kinel  erf  e-erpy  pape*r.  Merst 
e  ermpanie-s  nerw  make*  stt*ne’ils  erf  dil- 
fe*re*nt  Krad<*s.  Irerm  a  lerw-prie*e*d  type* 
ele*si('ne*el  lerr  sherrt  runs  ter  the*  terp 
e|uality  ele-si^ne-ei  ferr  a  mue*h  larKe*r 
numlx*r  erf  cerpies.  It  the*  ste*ncil  is 
i*errre*e*tly  pr<*pared-that  is,  if  e*neru^h 
erf  the*  terp  (*eratin('  is  pushe*<l  asiele  lerr 
the*  ink  ter  ger  threiugh,  but  the*  filx*! 
base*  is  nert  cut  ter  cause*  a  ele*iinite* 
bre*ak  in  the*  ste*ue*il— e*erpie*s  e*an 
lx*  expe*e*te*el  frerm  the*  sherrt-ruii  ste*ne*il. 
Spe-cial  ste*ne*ils  are*  available*  ter  re*pret- 
eluee*  up  ter  f(),0(K)  e*erpie*s.  The*re*  are* 
varierus  e|ualitie*s  available*  lr(*twe*e*n 
the*se*  limits.  In  errele*r  ter  erhtain  the* 
iitaximimi  numbe'r  erf  ii'exxl  e-erpie‘s  Irerm 
any  ste*ncil,  the*  machine*  must  Ire*  in 
({cmmI  e'ernelitiern,  the*  ink  must  lx*  suit¬ 
able*  ferr  the*  jerb,  aiiel  the*  e*etpy  pape*r 
must  lx*  ri^lit.  lii  elry  e*limate*s,  an  eril- 
trase*  ink  that  w*ill  nert  elry  text  re*aelily 
is  ix*e*ele*el,  while*  ferr  elamp  climate*s  a 
last-elryinK  ink  is  lx*tte*r.  (arpy  pa|x*i 


Teaching 
Materials  lor 


must  Ire*  fairly  abs()rbe*nt.  Terer  much 
lint  may  inte*rfe*re*  with  the*  erpe*ratiern 
erf  the*  machitte*. 

The*  pric*e*s  erf  ste*ne*il  eluplicateirs 
v.iry  .iccetrdin^  ter  the*  elilfe*re*nt  fe*a- 
luie  s.  A  niaj'tr  eernsiele  ratiern  is  whe*the*i 
the*  machine*  is  erpe-rate*el  by  hand  eri 
by  e*le*e*trie*ity.  ()the*r  faeterrs  are*  the* 
type*  erf  cyiinele*r  (erpe*n  err  clerse*el). 
type*  erf  fe*e*el,  type*  erf  e*erunte*r,  anel 
spe*cial  fe*atuie‘s  erf  the*  maehine*.  Serine* 
erf  the*se*  spe*e*ial  features  are*  a  slip 
she*e*tinj'  ele*vie*e*,  automatic  margin  ael 
iuste*r,  and  spe*e*el  e*ontrerls.  .Se*ve*ral 
e*ermpanie*s  maniilaetuie*  a  perrtable* 
ste*ue*il  eluplie*aterr  with  a  e  arry iuj;  case*. 

\  mae  hine*  that  take-s  enily  a  |>erstcarel- 
si/e*  ste*ncil  is  available*,  as  is  a  stcncil- 
stamp  maehine*  that  cermbine*s  the* 
ste*ne*il-eluplie*.ttin^  prineiple*  with  the* 
rubbe*r-stamp  principle*  ter  make*  a  small 
ele*sk  maehiix*  lor  aelelre*ssing  err  erthe*i 
werrk  erf  that  type*.  With  tube*  ink,  whie  h 
is  lx*inf'  use*el  in  serine*  ste  ue  il  machine*s, 
epiick  e*hauy'e*s  erf  cerleri  eau  be*  made* 
sim|)l\  by  e*han^iuK  the*  earti iel^e*s  erf 
ink.  One*  maehiue*  (usin^'  the*  paste* 
type*  ink)  inks  eriily  the*  peiitiern  erf  the* 
pael  whe*re*  cerpy  is  ter  lx*  re*pre)eluct*el. 
rathe*r  than  the*  e*ntire*  pad.  A  ceruve*yerr- 
type*  fe*e*el,  similar  ter  that  use'el  ern 
printing  pre*sse*s,  is  a  fe-ature*  erf  erne* 
ste*ncil  eluplicator.  The*  lerwe*st  priee* 
e|uerte*el  by  any  manul.icturcr  is  .ST.i; 
the*  hi)'he*st,  $1 

Supply  Costs 

The*  cerst  erf  the*  supplie*s  use*el  with 
the*  machine-s  alser  varie*s.  with  ste*ncils 
Ix'inji  price*el  frerm  $1.8.5  ter  $7.2.5  a 
epiire*  (2*1  ste*ncils).  Ink  is  $1.2.5  ter 
$.5  a  ixrunel,  anel  c*erpy  paper  cersts 
$l..3.5  ter  $.‘J.4.5  a  re*am.  As  me*ntierne*el 
be*ferie*,  ste*ne*ils  are*  prii*e*el  ae.terielm^ 
ter  the*  type*  anel  purperse*.  If  the*  stcne  il 
is  filrn-terppcel,  it  is  merre*  e*x|x*nsive*. 
The*  lilm-terppe*d  ste*ncil  sherulel  lx*  use*el 
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wli«*ii  hold,  <lark  copy  is  desired.  I  lns 
will  increase  the  ink  consiini|)tion,  hut 
it  will  decrease  the  necessity  lor  clean 
inn  typewriter  so  lre(piently,  he- 
eanse  the  coating  do«-s  not  get  a 
elianc<>  to  clog  tin-  keys  so  itincli  when 
the  stencil  is  i-ov»'red  hy  tin-  film.  'I'he 
lilni  also  prevents  cutting  out  the 
letters  “o”  and  "e.”  Stenc-ils  ar«-  avail¬ 
able  in  sp«-cial  si/<-s  and  with  speci.d 
lorins  already  iinpiinled.  \insie-stall 
steneils,  d(M'ntnent  str-ncils,  map-ont- 
line  stencils,  and  steneils  with  portions 
ol  any  lorin  specified  are  just  .1  lew 
tif  tin-  special  stencils  availahh-. 

It  is  possihh-  to  use  the  same  stencil 
again  and  again  it  it  is  filed  in  an 
ahsorlx-nt  wrapix  r.  'I'li*-  copy  should 
he  reproduced  on  the  wrajrpr-r  helore 
it  is  filed,  to  lacilitate  finding  it. 

DIRECT  PROCESS 

A  duplicating  puK-t-ss  that  is  fast 
h«-coining  (jnite  po|)nlar  in  oHiees  is 
the  direct  pr(K-ess,  which  may  also  he 
called  litpiid,  fluid,  or  spirit  pKK-ess. 
riie  first  color  developed  lor  this  type 
of  re|)rodiiction  was  purple.  It  is  .still 
the  most  commonly  used,  although 
red,  hine,  green,  .ind  hlack  carbons 
are  also  availahl)-.  It  is  ratln-r  difficult 
to  get  a  good,  clear,  hlack  copy;  and 
this,  of  course,  means  that  this  ty|)«-  of 
duplicating  is  not  suitable  for  all  office 
jobs.  However,  it  is  recommended  as 
an  easy  and  ec-miomical  method,  both 
in  preparation  of  tin*  master  and  in 
operation  ol  the  machine,  foi  short 
runs.  In  time,  the  copy  fades  some 
whnt. 

The  same  variation  in  prices  of  the 
machines  for  the  direct  pr(K-ess  exists 
as  <lo<-s  for  stencil-duplicating  ma¬ 
chines;  however,  all  direct-proc-ess 
machines  operate  on  the  same  principle 
of  liquid  stored  in  a  tank  arul  roming 


in  contact  with  the  copy  paper  to 
moisten  it  enough  to  lake  from  the 
master  the  snhstanet-  m-r-ded  to  dupli¬ 
cate  th«-  copies. 

While  all  stemil  dnplieatois  op¬ 
erate  on  the  s.mn-  geiu-ral  principle, 
there  is  a  dillen-ncr-  in  types  of  cylin 
ders.  Some  are  open  and  must  he  ink<  <1 
hy  hand,  otla-rs  are  closed,  allowing 
ink  to  remain  in  the  cyliniler  and  flow 
steadily  to  tin-  |>.id.  So,  there  is  less 
diflerener-  in  the  easr*  of  operation 
h*tw«-<-n  IIk-  least  expensivr-  and  the 
higher  priced  models  ol  direi  t  jiKHess 
dnplieatois  ih.m  there  is  hetwi-r-n  tin- 
two  «-xtremes  ol  st(-neil  dn|ilieators. 
riir*  price  range  is  to  $11(22.  .Soiin 
of  the  de\  ices  on  tlx-  more  «-xpensi\r- 
maehini-s  .ire  the  eoimter,  anlom.itK- 
r-i-ntr-ring  ileviee,  hlork-ont  slots,  a 
W'idt*  cy  linder,  and  a  double  h  eding 
ih-vice  that  allows  siimiltaiieoiis  leed- 
ing  of  two  stacks  ol  stand. iid-si/.r- 
|)aper  and  rmming  them  on  two  mas- 
ti-rs  at  till-  same  time. 

i'o  get  the  maxiimmi  mimhei  of 
copir-s  from  one  mastr-r  (  I  )  the  e.ir- 
hon  must  not  he  too  old  (it  deteriorates 
somewhat  with  age,  .is  do  stencils). 
(2)  the  master  must  he  typed  with 
strong,  even  strokes,  and  (.3)  a  smooth 
copy  |)apei  must  he  used.  If  .ill  this  is 
.K-eomplisheil  .md  if  the  pressure  is 
regiil.ited,  heginning  with  low  <ind 
increasing  it  after  a  nmnher  ol  eojiies 
has  h«-en  run  oil,  it  is  possihh-  to  ob¬ 
tain  about  .lot)  copies  liom  on<-  mas 
ter.  It  is  always  safe  to  c-xp«-et  .'i<)((. 
A  master  may  he  used  ov<-r  and  over 
.igaiii-mitil  all  the  carbon  has  her-n 
worn  off. 

rlir-  dir<-ct  m.isti-r  is  r-asy  to  prr- 
parr*,  easy  to  correct,  and  easy  to  run. 
.Margins  can  he  adjusted  hy  placement 
of  the  master  on  the  cylind«-r  simply 
hy  fastening  with  Scotch  tapr?  if  the 
necessary  adjustr-rs  are  not  present  on 


the  p.irticiil.ir  machine  being  iis«-«l. 
One  ol  the  m.iiii  ohieetions  has  h(-t-n 
th.it  it  is  not  easy  to  keep  the  hands 
clean  when  using  this  carbon.  I'he 
pl.istic-eovered  or  sealed  (-arhoii  paper 
helps  to  (-limin.ite  this  problem.  Mas 
tei  sets  now  nime  .ilready  assi-mhied, 
with  the  carhon  fastened  to  the  mas- 
tei  sheet.  thi-s«-  aie  av.iil.ihle  in  both 
letter  and  leg.il  si/.e.  Masters  that  ar«- 
suit.ihle  lor  dilierent  work  are  also 
axail.ihh — a  shoit  iun  master,  an  in¬ 
tense  t-opy  master,  a  bright  copy  mas 
ter,  a  no  smudge  mastei,  and  a  long- 
inn  master,  for  i-xample.  |*rie«-s  rnn 
liom  $'f.h<)  to  $7..'jt)  a  hundred.  The 
lluid  costs  to  $'V')()  a  gallon;  the 
paper  costs  Irom  $I.'V7  to  $.'V  l.'S  a 
leaiii. 

.Still  in  (he  direet-proress  (-.itegory. 
hut  oper.iting  as  a  r«-sult  ol  a  different 
ehemi(-al  priKi-ss,  is  the  .X/ograph,  a 
recent  ilevelopment  hy  \.  It.  Dick.  A 
blue  eo|iy  th.il  will  not  hide  is  pro 
dined  hy  this  ni.iehme.  'Ihe  color- 
prodiieing  element  is  in  the  liquid, 
so  there  e.iii  he  no  color  iiihhed  oft 
on  the  haiiils  from  the  (-aihon  alone, 
f .'orieetions  (-an  lx-  made  hy  (-rasing 
with  a  n-giilar  peix  il  (-ras(-r.  l-'rom  (i  i 
to  HH(  eopi(-s  (an  lx-  madi-  Irom  a 
siiigh-  m.ist(-r.  I'lx-  masti-rs,  which  an- 
.ivailahle  in  sp(-(-i.il  si/(-s  .iiid  with 
form  Ix-.idings  and  giiidi-  liix-s  alr(-ady 
imprinli-d,  rang)-  in  piie(-  Irom  $0.2.') 
to  $7. .SO.  The  mar  liiix-  is  tlx-  saiix-  as 
tlx-  It.  I)i(-k  K-giil.ir  li(|ui(l  maehiix-, 
hut  ,A/.ograph  fluid  must  lx-  iisi-d  in  il. 
rix-  tanks  an-  intr-rchaiigi-ahli-.  llx- 
prie(-s  an-  $200  to  $.')•')(). 

INDIRECT  PROCESS 

.More  commonly  c-alh-d  tlx-  gi  latin 
proc(-ss,  the  indirr-ct  pnxess  is  an  in¬ 
expensive  one  for  less  tlian  .’>0  ropii-s 
( f.'ontinucf/  on  nrif  //age) 
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I'll**  iDMkter  caiiiuK  be  u»ed  again;  the 
gelatin  filmk  are  siibj«x.-t  to  weather 
eonditioriK  and  eannot  t>e  reused  until 
24  hours  have  elapsed  for  the  ink  to 
Im-  ahsorlM'd.  'I'he  same  pap<*r  and 
rarlxMi  usr*d  in  the  direct  (iroeess  can 
lx;  iisi'd  here,  but  the  |M>sitions  of  the 
master  slx-et  and  the  carlxiti  are  re 
v<TS<*d.  A  lettei-pan  gelatin  s<*t  c-osts 
h’ss  than  $10,  tlx-  rotary  type,  with 
extra  ((-atiires  such  as  automatic  feed, 
may  cost  up  to  $l5t). 

TEACHING  MATERIALS 

'I'hcre  is  not  the  wealth  of  instruc 
tional  material  available  loi  iluplicat- 
ing  machines  that  ther*'  is  for  othei 
lyp<*s  of  ollici-  niachines.  Wall  charts 
lor  each  machine  are  provided  by 
most  companies.  However,  many  oi 
the  current  nxxlels  have  o|x‘rating 
instructions  printed  on  tlx-  receiving 
tray  or  sonx*  other  p.irl  ol  the  machiix-. 
Most  companies  also  liirnish  n  Ixxiklet 
of  complete  operating  instructions. 
Some  of  tlx’se  are  v<*ry  brief;  others 
irx-hxle  general  inlorrnation  that  will 
aid  in  instruetion;  otix-rs  combine 


operating  information  on  all  their 
machines  into  one  instructional 
manual. 

Several  companies  have  prepared 
worklxxiks  covering  subject  matter  for 
various  courses  arxi  grarle  levels.  The 
pages  of  thr*s<*  worklxxiks  are  direct 
pr«K-<-ss  mastr-rs,  ready  to  lx-  repro 
duc<‘d  on  any  machirx*  of  that  ty(M- 
Vlasters  with  oiitliix-s  of  different  maps 
are  also  available. 

Ditto,  lncor|X)rat«-«l,  distributes  a 
unit  of  instruction  to  business  teachers, 
on  rerjiiest.  This  unit  consists  of  six 
preparcrl  mastr-rs  giving  a  five-lesson 
course  on  the  Ixjuid  duplicator,  with 
a  review  to  lx*  us«*d  at  the  end.  It  is 
a  g(Mxi  summary  oi  the  poK-ess  and 
is  <*asy  for  the  feaclx*r  to  use;  she  can 
run  the  desired  number  of  copies  aixi 
adapt  the  unit  to  her  own  class.  'Hiis 
company  has  also  prepared  sp«*«*<l-test 
aixl  rough-draft  matt-rial  for  tyiiing 
classes,  aixl  oflic<*-style  dictation  matt*- 
rial  for  shorthanti  classes.  Tlx-st-  givi- 
duplicaling  inlormation. 

.Arx)tlx*r  aki  for  the  teacher  of  tlu- 
plic-ating  machiix-s  is  a  st-ries  of  |X)rt- 
folios  of  tracings  that  studi-nts  may 


u.se  in  preparing  their  stencils  or  ma.s- 
ters.  These  are  published  by  .several 
companies,  and  are  presented  in  sub¬ 
ject  groups— school,  church,  rirgani/a- 
tion,  busirx'ss,  and  so  forth. 

All  the  textixxiks  and  workbooks, 
as  well  as  Ixxiklets  that  might  be  ust-d 
111  cla.ssrtxim  instruc-tion,  are  listt-d 
with  some  t-xplanation  on  tlx-  chart 
at  the  end  of  this  article.  Most  of  tlx 
si-cretarial-practic-r-  and  ofric-e-practice 
t(-xti)ooks  c-ontain  at  h-ast  a  s(-ction  on 
duplicating  machines;  however,  this 
tyiM-  of  book  was  not  r(-({uest(-d  in 
making  tlx-  collection  lor  this  article, 
and  is  not  included  in  the  chart. 

Track  Down  Materials 

Tlx-  information  and  in.structional 
aids  for  the  teacher  of  duplicating 
machines  may  be  a  bit  iixm-  scatterr-d 
than  ar<*  other  typi-s  of  t<-aching  mate 
rials;  but,  il  you  will  liMik  around  and 
(-Ix-ck  with  your  local  dt-alcrs  and 
publishers,  you  will  find  enough  mate 
rial  to  give  some  attention  to  training 
in  duplicating,  wlx-thcr  it  lx-  lor 
acrpiaintanceship  or  for  d<-velopmcnl 
of  skill. 


WORKBOOKS  AND  TEXTBOOKS  FOR  D  U  P  L  I  C  A  T  I  N  G -M  A  CH  I  N  E  COURSES 


TITLE 

AUTHOR 

PUBLISHER 

DATE  j 

PRICE 

OTHER  INFORMATION 

FUNDAMENTALS  OF  MIMEOGRAPH¬ 
ING 

Canxlcr  (Editor! 

A  B  Dick  Company 

1 

1950 

$1.10 

14  lessons  on  all  phases  of  stencil 
preparation  and  machine  operation 
Includes  Illustrations  of  machines  and 
of  type  of  work  to  be  done 

HANDBOOK  FOR  THE  MIMEO 
GRAPHED  HIGH  SCHOOL  NEWS  | 
PAPER 

BuchkOkn 

A.  B  Dick  Company 

1950 

Fret 

A  brief  summary  of  instructions  for 
getting  out  a  high  school  news¬ 
paper 

HINTS  FOR  RULING.  LETTERING. 
AND  ILLUSTRATING 

EducJtion*!  Division  Gcst«t 
ncr  Duplicktor  Corporation 

Gestetner  Duplicator 
Corporation 

Free 

10  lessons  on  ruling,  lettering,  and 
illustrating  work  on  stencils 

HOW  TO  PLAN  AND  PUBLISH  A 
MIMEOGRAPHED  SCHOOL  NEWS 
PAPER 

School  Department.  A  B. 
Dick  Company 

A.  B  Dick  Company 

1950 

Free 

A  brief  summary  of  the  layout  and 
publication  of  a  whool  newspaper 

HOW  TO  USE  BUSINESS  MACHINES! 

Fasnjchi 

1 

Gregg  Publishing  Division, 
McGraw-Hill  Book  Com-' 
pany 

1947  1 

1 

$1.20 

Includes  sections  on  direct,  gelatin, 
and  stencil  duplicating  as  well  as 
on  adding  and  calculating  ma¬ 
chines,  and  voice-writing  and 
transcribing  machines 

Teacher's  manual  available 

MODERN  MIMEOGRAPHING  HAND-| 
BOOK 

ICustomer  Instruction  Dept. 
A.  B.  Dick  Company 

A.  B.  Dick  Company 

!  1954  ^ 

1  ' 

Includes  information  on  typing,  illus¬ 
trating,  and  running  stencils 

OFFICE  MACHINE  PRACTICE 

IKirk,  Scott,  and  Lurie 

H.  M.  Rowe  Company 

1 

1953 

$  .80 

7  units  on  the  duplicating  processes, 
adding  and  calculating  machines, 
and  voice-writing  and  transcribing 
machines 

Teacher's  manual  available 

OFFICE  REPRODUCTION  AND  IM 
PRINTING  METHODS 

iHerrmann 

'OfTice  Publications  Com¬ 
pany  (Reprinted  from 
1  April.  1951,  issue  of 

1  THE  OFFICE) 

1951 

$  25 

No  specific  instruction — a  discussxn 
of  all  types  of  reproduction 

i 

STENCIL  DUPLICATING  PROCESS 

Educational  Department 
Speed  0  Print  Corporation 

Speed-O-Print  Corporation 

] 

1955 

'  $3.50 

8  sections  on  all  phases  of  stencil 
preparation  and  machine  operation 

STENCIL  TYPING  HINTS 

Educational  Division  Gestet- 
ncr  Duplicator  Corporation 

Gestetner  Duplicator 
Corporation 

i 

Free 
j  Free 

11  lessons  on  typing  stencils,  filing 
stencils,  and  discussion  of  die-cut 
and  electronic  stencils 

STEPS  TOWARD  OFFICE  PRINTING 
AT  ITS  FINEST 

Educational  Department  Milo 
I  Harding  Company 

Milo  Harding  Company 

A  brief  summary  of  stencil  duplica¬ 
tion  with  typing  hints 

BtlSIVKSv:  Wl>HI  D 
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(IHSf  lt4fU‘  “702"  t’lvrtr<tni<  diila  jirort-ssiuc  iiuichini’) 


Editor's  Note:  In  tnir  Scptemhvr 
issue,  tie  preseuted  a  viru  of  the 
future  hif  aii  autonuition  executive 
(“The  Si^tiifieanee  of  Autonuition  ” 
/tufie  13).  I'dr  a  seeoud  hxik  at  a  field 
that  matj  mean  a  revolution  in  husi- 
ness  education,  tee  offf'f  this  forecast 
hif  a  business  teacher. 

A  STACK  OK  BOAHDS  and  a  piU* 
of  nails  onr  niinnto,  and  13  well- 
made  paekinv'  Inixes  tlie  next  .  .  .  two 
ri'ln^erators  hnilt  in  a  minute  .  .  . 

Spe<taenlar,  isn’t  it?  —  esiM*eially 
when  yon  consider  that  these  proces¬ 
ses  are  carried  on  hour  after  fionr, 
<lay  after  <lay,  without  tlie  use  of 
lininan  hands!  'I'hes«‘  and  similar  pro¬ 
duction  tasks  k<‘i‘p  more  than  1,(KM) 
companies  wholly  or  partially  busy 
making  ei|ni|)ment  lor  automation. 

Antomalion,  a  term  not  yet  in  onr 
dictionaries,  is  mon*  than  a  t(‘chni(|ue 
or  metliod  of  prcMlnction.  Basically,  it 
mvolv<“S  the  use  of  machines  to  re¬ 
lieve  the  human  mind  and  Ixxlv  of 
much  of  the  driulKery  that  is  part  of 
onr  complex,  indnstriali/.eil  «‘conomy. 
But,  it  m<-ans  more  than  making  jobs 
easier  and,  in  sotm*  cases,  less  ha/.ard- 
ons.  The  use  of  machines  to  replace 
humans  in  periormiiiK  routine  func¬ 
tions  will,  when  it  In-c-omes  an  integral 
part  of  most  of  onr  industrial  o|M‘ra- 
tions,  enforce  a  different  way  of  life. 
When  p<-op|e  no  lunger  ply  the  oar  of 
tedious  manual  lalmr,  they  will  think, 
act,  and  live  differently.  For  some,  it 
will  mean  more  leisur«‘  time  and  a 
new  way  of  viewing  their  contribu¬ 
tions  in  a  productive  {lopulation;  for 
others,  assuming  more  difficult,  re¬ 
sponsible  duties  than  thev  jvrformed 


in  the  past,  and  finding  themselves 
forced  to  rc-place  obsolete  ones. 

It  is  true  that  lor  years  our  country 
has  made  extraordinary  technological 
advances  in  the  development  of  ma¬ 
chines  to  replace  biawti  previ(»usly 
furnish(‘d  bv  men.  Mechanical  (h*vic«*s 
operated  by  man  have  been  largely 
responsible  lor  the  vast  output  of 
.America’s  production  lines.  But  this 
is  not  automation.  .\l(>n  ar(‘  recpiirtal 
to  control  these  machin(‘s  in  terms  of 
.supplying  st(K-k,  regulating  speed,  and 
making  adjustments  when  defective 
prcxlucts  eim-rge.  .Automation  is  more 
than  mechani/.ation.  It  mt'ans  replac¬ 
ing  the  brawn  and  brains  of  iikmi  on 
routine  jobs  by  doing  not  only  the 
physical  work  of  producing  goods  and 
stati.stics,  but  also  the  n'gulalion  and 
co-ortlination  of  (piality  and  quantity. 

Mechanization  vs  Automation 

Business  t<‘ach<‘rs  are  familiar  with 
the  automatic  typewriter  and  the  re- 
{■ording  devices  used  for  dictation  and 
transcription.  Machines  like  these, 
which  re(piire  o|M‘rators,  are  good  ex¬ 
amples  of  mechani/ation.  But  the  ma- 
chiiH*  of  the  future  that  will  insert  the 
paper  and  tyjw  the  inside  address  in 
addition  to  doing  the  work  currently 
|H*rf()rmed  by  the  automatic  type 
writer,  or  the  machine  that  may  some 
day  transform  the  dictator’s  voice  into 
a  ready-to-mail  letter  without  the  aid 
of  a  secretary— these  will  lx*  examples 
of  automation. 

You  may  hear  (wople  say,  “When 
automation  c-omes  .  . .”  .Automation  is 
not  cominfi— it  is  here!  It  is  now  minus¬ 
cule  compared  to  the  magnitude  it 
will  attain  in  a  few  years;  but  it  is.  in 


2K 


BUSINF.SS  Knnr.ATIDV  WOHI.I) 


A  Business' Teacher 
Looks  at  AUTOMATION 


^klFTON  C>  THORNEf  Yort  Sfafe  College  tor  Ir-diters  Altiany  Yor- 


a  very  real  senv,  enneiitly  hiiietioiiiii^ 

III  tin*  United  States. 

•  \  lar^e  iiisnraiiee  eoiiipaiiy  in¬ 
stalled  an  eleetronie  eoinpnter  in  Jnl>, 
Ih54.  One  hundred  pniieh card  nia- 
ehiiies  were  no  loiij^r-r  nei'ded,  and 
135  pniieh-eurd  opr-rators  left  their 
keylmards. 

•  In  le.ss  than  the  time  it  takes  most 
traffic  lights  to  ehaii^re,  more  than  halt 
of  u  radio  or  television  chassis  can  Im- 
assenihlerl  without  the  aid  of  a  worker 

•  TIh!  lliiiti-d  Stati's  Weather  Bu¬ 
reau  fe«'ds  tiata  into  an  ••leetronie  com¬ 
puter  and,  in  return,  j^ets— within  a 
few  hours— forecasts  that  would  tak«' 
scores  of  human  la-inns  days  to  deter¬ 
mine.  The  same  machine  is  capable  of 
eompletinn,  in  approximately  six  fioiirs, 

ill  tin-  jobs  re(juir«-d  for  a  b,0(M)-eni- 
ployee  payroll;  and  it  never  fornets  a 
di-duction  on  a  pay-check  voucher. 

•  United  States  Steel  has  inadr-  au¬ 
tomatic  some-  of  its  clerical  oja-rations. 
Int-ominn  orrfers  are  rex-orded,  pro 
rhiction  sheets  routi-d,  traffic  and  ship 
pinfi  orders  prepar«-d,  and  accouiitinn 
and  billinn  done-all  by  machine! 

•  One  manufacturer  hired  men  to 
watcli  smoke  rise  in  a  chamlH-r  diirinn 
a  particular  operation.  Wlien  the 
smoke  rr-ached  a  c-ertain  level,  tin- 
worker  nave  a  sinnal  to  the  proper 
ant'iicy.  .\n  eh-ctroiiic  eye  has  lonn 
since  eliminated  this  tedious  task. 

•  Producers  of  automobiles  and  air- 

<-raft  have  taken  enormous  strides  in 
automation.  Oil  refineries  and  prrwer- 
neneratmn  plants  rerpiire  only  a  skele¬ 
ton  crew-  to  watch  a  few  Tfie 

makinn  of  light  bulbs  is  almost  entirely 
automatic.  Through  the  use  of  a  spe¬ 
cially  designed  magnetie  tape,  it  woulrl 


Ik-  possible  to  search  the  eiiliie  la 
brary  of  (longress  in  three-  hours. 

I'hese  and  iiiimerous  other  jobs  are 
doin-  each  day  by  iii.K'liine— and  with 
a  minimum  of  error  and  spoilage,  be¬ 
cause  human  frailties  liavi-  litth-  o|)por- 
timity  to  infiltrate  tin-  priH-t-ss.  If  ,iii 
error  dot-s  ocem,  the  niaehiiies  realize 
it  and  eitin-r  make  their  own  adjust¬ 
ments  or  indieati-  iirecisely  when-  the 
diffieulty  Ih-s  so  that  a  human  brain 
(whose  fault  it  probably  was,  any¬ 
way  ),  can  come  to  its  aid 

Temporary  Problem 

Hevohitioiiary  changes  with  regard 
to  laborsaviiig  devie<-s  have  always 
brought  cries  from  persons  who  be 
lieva-d  that  .iniiies  of  workers  would 
join  the  ranks  of  the  uiiem|>loy(-d  if 
tin-  devic«-s  w«-r»-  installed.  While  it 
is  true  that  then-  is  always  some  d.iii- 
ger  of  short-term  readjustment  perioils. 
nn-chani/ation  has  a  eommeiidable 
record  of  increasing  total  eniploynn-iit. 

When  old-style  telephone  instrii- 
iin-nts  lM)W<-d  to  the  dial  system,  some 
5(),()0<)  ojierators  were  displaced  by 
the  change,  however,  tot.d  employ¬ 
ment  figures  in  the  industry  have  eoii- 
tinin-d  to  rise. 

“.Antomation,”  says  VV'alter  Beiitln-r, 
the  lalnir  leader,  in  I'orliirir  maga/.iiie, 
“is  more  of  a  siK'ial  and  ixilitical  than 
a  trrule-uiiion  problem.  As  long  as  tin- 
economy  keeps  expanding,  the  imme¬ 
diate  problems  of  .iiitomation  will  work 
theni-selves  out.” 

Tfie  problem,  it  would  s<*em,  lies 
111  l>ring  corictvin-d  not  alKiiit  unem¬ 
ployment,  but  afxiiit  unemployables. 
.Automation  will  rlonbtless  demand 
fewer  iiriskillefl  ,-iiifl  semi-skilled  work¬ 


ers  of  the  kind  who  are  piesently  en¬ 
gaged  in  routine,  pros.iie  tasks.  But,  in 
an  economy  in  which  needs  .ire  con¬ 
stantly  increasing,  tin-  deni. unis  lor 
new  products  should  cieate  more  «-in 
ployinent.  It  becomes  a  matter  of  pl.ic- 
ing  highci  v.iliies  on  skills,  the  workei 
must  be  helped  to  develop  skills  that 
will  en.ible  him  to  take  his  placr-  in 
tin-  new  economy  of  intricate,  “think¬ 
ing”  machines  r.ither  than  be  Libeled 
unemployable. 

It  is  difficult.  III  so  com|)lex  a  siM-i 
ety,  to  prcrlict  the  liitiiie  with  .ic 
curacy;  but  aiitomation,  if  it  follows 
tin-  pattern  of  its  ancestors  indns- 
triali/.atioii,  mass  puMlintion,  and 
mc(  h.ini/.ition  should  result  in  more 
.111(1  betl(-r  products  at  lowci  piici-s, 
.ind  stniiiilati-  i-mployiin-nt  by  creating 
moK-  jobs. 

f  in-  b.isii  icsponsibihtv  of  hel|)ing 
students  be<  onie  informed,  useful  eiti- 
/eiis  who  h.ivi-  tin-  skills  and  abilities 
to  earn  a  living  will  reiii.iin  tin-  job 
of  tin-  business  t(-achcr,  but  automa¬ 
tion  on  a  large  scali-  will  bring  almiit 
chang(-s  in  biisiin-ss  ti-aching. 

Sonn-  pco|)l(-  pri-dic  t  that  aiitom.i 
tion,  with  its  tnin-saving  methods,  will 
creati-  a  shoiter  wink  day  and  woik 
W(-(-k.  rin-  sev(-n-day  wi-eki-nd  th.it 
sonn-  peoph-  dream  alioiit  will  n-main 
illusory,  but  a  four-day  work  W(-ek 
is  entirely  ( redibh-.  'I'his  would  In-  of 
conci-rn  to  (-(fncators  in  gein-ral  and 
pi-rh.ips,  to  biisiin-ss  le.n  hers  in  par 
ticiil.ir. 

(arnsniner  (-duc.ilion,  .1  ies|Hinsibil- 
ity  of  business  teachers,  will  Ix- 
ne«-fl(-d  to  a  greater  ext<-nt  th.in  it  is 
now,  l'(-ople  will  be  pure  basing  goods 
tfiey  rn-v«-r  fiad  tinn-  to  use  Mor*-  time 
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will  Ik-  availal>l(-  Utt  travel,  s[x>rt.s, 
tlieaterKoiri^,  and  t-oniitless  rither  ac- 
tivitien  ill  wliu  li  the  40  lioiir-a-w(‘<*k 
employw  lias  limited  time  tn 
'Hiesr*  ae-tivities  will  ^ive  riw  to  a 
tfrealer  iiee«l  for  kiiowlerl^e  of  liow  to 
traosiNirtation  and  eornmiinieation 
laeilitjes,  hotels,  an<l  similar  MTviees 
related  to  travel.  More  |M‘opl»-  will 
find  mor<*  lime  to  ns«*  j^oll  eliihs,  i^nns, 
eampin){  <‘(|nipmenl,  and  literally 
llioiisands  ol  olli«*r  priMlnets  ns<*d  in 
r♦•^•r^■alion.  In  addition  to  promoting 
wisi-  ns<-  ol  leisure  liim-,  teac  hers  will 
nc-c'd  to  jcivc*  eonMimc*!'  inlormation 
.dioni  these  i^chmIs. 

As  automation  lowc'is  the  cost  ol 
prodiietion,  many  iiersons  will  Im;  ahic- 
to  hiiy  applianees  and  othiT  diirahic* 
KihkIs  lor  which,  in  the-  past,  they 
ccMild  only  wish.  Ihis,  loo,  will  de  ¬ 
mand  meere  eonsmner  eelnealiem,  as 
will  the’  development  e»f  many  ne‘w 
preKhiels  that  will  csjoie-  alMtiil  as  a 
re'siill  of  automation. 

More  Adult  Education 

Also,  as  a  rc'sidt  of  sheertened  wexk 
IM'iicKls,  people-  may  ele-et  to  use  semie- 
of  ihe-ir  ne-wly  aeepiired  Ire-e*  lime  for 
se-l|-improve*menl,  in  which  ease  the-y 
will  lake-  advantage-  ol  achill-e-diic-a 
lion  pro^lams  in  the-  sehcMils  and  t-oh 
le-j^e-s  to  fulfill  a  de-sire*  for  e-dnealion 
that  lack  of  time*  has  pre-ve-nted  the-m 
Irom  ohiaininu.  I’ossihly  the  lour  elav 
work  we-e-k  for  preKliielion  woike-rs 
will  me-an  a  six-day  we*e*k  for  the* 
te*aehe*rs  who  will  Im-  trying  to  cpie-neh 
this  thirst  for  knowle-clRe*! 

1  he*  hiisiiif-ss  tc*aehe*r  w'ho  i){nore*s 
profe-ssional  growth  and  in-se*rviee* 
e-ehiealion  will  line!  himse  lf  as  ohso 
lete*  as  a  hanel-ope*rate*d  e*aleiilaloi 
Automation  ie*e|nire*s  a  multitude*  of 
highly  skilled  |M*rsons,  not  only  on 
the*  prodiietion  Iine*s,  hiil  in  the*  oIRee* 
eK-c-iipalioiis.  And  the  se  skills  will  not 
Im*  limite*d  to  those*  iM-injt  de>ve*lo|M*d 
III  tcKlay's  elassreMims.  Some*  of  the* 
eoiite*m[Mirary  skills  will  iM-eome*  an- 
tic|nitic*s  ovc-rni^ht,  and  new,  more* 
eomplieale‘d  skills  will  e-me-rge*.  Pe*ople* 
now  iN-rforming  routine  offirt;  .skills 
will  Ik*  forced  to  ahandon  the*m  and 
ele-velop  eom|x*leneie*s  rf*epiire>d  to  di¬ 
rect  coinpif'x  marhitu’s  to  do  the  work. 
The  hiisiiH-ss  tc*ache*r  will  have  to 
know  what  these  skills  are,  acrpiire* 
thc*m  himself,  and  plan  for  the  train¬ 
ing  of  new  w'orkers  and  the  retrain¬ 
ing  of  the  e*x|H*rienced  in  other  areas. 

During  tlie  transition  to  full-scale 
.iiitomatlon,  business  teachers  may  be 
teaching  both  new  and  existing  skills. 

Att 


Irecause  all  of  industry  will  not 
adopt  automation  simultanc-ously.  The* 
change  will  come  slowly;  therefore, 
seimt;  iM-ople  will  Im*  ernployird  in  the* 
prcfsent  traditional  businc'ss  situations, 
while  othe*rs  will  Im*  working  in  "auto 
mate*d”  fie*lds.  Both  groups  will  nc*e*el 
skills. 

As  automatic*  preK.*e*ssc*s  lowe*i  the 
c*ost  of  gcMMls,  and  cle*mancls  for  iic-w 
products  are  crc*atc*cl,  more  |M*rsous 
prc‘parc*cl  in  salc-smanship,  advertising, 
and  othc*r  distributive*  cK-cupations  will 
Im*  re*c|uirc*cl.  The*  prc*paration  of  theise 
|M*ople*  will  Im*  in  the*  hands  of  biisi- 
nc*ss  fc*ac*hc*rs. 

Inc*rc*asc*cl  use*  ol  travel  and  re*cie*a- 
tional  facilitic*s  will  ne*c*e*ssitate*  the* 
training  of  more*  epialifie*cl  pe*opIe*  in 
the*se*  fie*lcls.  liote*l  c*le*iks  and  man¬ 
agers,  as  well  as  busine*ss  |M*ople  in 
all  tyjM-s  of  <*nte*rprise*s  eve*u  re*mote*ly 
e*onne*e*te*el  with  re*e*re*ation,  will  ne*e*el 
instruction. 

l’roclue*tion  standards  will  change. 
(]urre*nt  lite-rature  CMUitains  an  abiin- 
dane-e*  of  mate*rial  conce*rne*d  with  “of 
lie*e*  standards"  atid  “busine*ss  stand¬ 
ards."  Te*ache*rs  are*  urge*el  to  elewe*l(»p 
skills  that  will  e*nable*  stuele*nts  to  me‘e*t 
the*se*  me*asure*s  ol  epiantity.  Human 
output  re*e]uire*me*nts  will  Im?  de?-empha- 
si/.e*el  whe*u  machiue>s  take  over  the* 
work  of  billing,  orcle-riug,  pre-paring 
lists,  and  similar  office*  routine*s.  The* 
e*le*e*tronie  tinM*save*rs  will  fune*tion  at 
theMr  own  di//ying  S|M*e*els,  with  no 
ope*rator  to  exe  rcise  e*ontrol  alte*r  man 
has  told  the*  machine  what  tf)  do.  To 
evaluate  a  worke*r  in  te*rms  of  stand¬ 
ards,  the*  epiestion  will  no  longer  Im*, 
“How  many  e*an  she*  do  an  hour?"  but, 
“Is  she  effie*ie*!it  in  te*lling  the*  mac  hine* 
what  to  do?" 

More  Demonstrations 

reae*hing  metheMloIogv  will  Im*  al- 
te*cte*d.  De-monstrations  will  take  on 
ne‘W'  im|M)rtane*e*;  visual  materials  will 
Im*,  not  an  aelele*el  fe*ature*,  but  a 
“must";  and  the*  le*e*ture  will  Im*  of 
little*  use  in  helping  stude*n(s  une1e*r- 
staiiel  the*  intricacie-s  of  automation 
M  achine*s  will  Im*  so  complicate‘d  that 
“te*lling"  pe*ople  how  to  ojH*rate  the*m 
will  not  Im*  sufficie*nt.  They  will  have 
to  Im*  shown  through  demonstrations 
on  the*  machine*s  themse*lve*s  and 
through  the  use  of  visual  aids  that 
|M)rtray  the  complex  ope?rations. 

The  almost  prohibitive  cerst  of  mans 
of  the  machines  that  will  replace  peo¬ 
ple  in  jobs  will  jM)se  another  problem 
for  the  business  teacher.  Batteries  of 
eleetrrmie  eeimpnters  and  otfeer  He* 


vic*es  of  autcimatieju  are  ucjt  likely  to 
Im;  found  in  schcMcls;  nor  are  .schools 
likely  to  Im*  financially  able  to  pui- 
ehase*  e*ejuipme*nt  that  would  allow 
th<*  popular  rotation  syste*m  to  Im* 
use*el.  This  will  neee-ssitate  cej-ope*ra 
tion  with  industry  in  ele*veloping  work- 
e*ducation  programs  and  e*xpIoring  the 
|M)ssibilitie*s  ol  industry’s  subsidi/.ing 
the  purchase*  ol  e*e|uipnie‘tit  for  stn 
de*nt  use*. 

.Automatietii  will  imiM)se*  gie*at  ele* 
tnanels  oei  the*  busine*ss  te*ache*rs  eil 
■America  in  the*  de*ve*lopme*ut  of  in 
structie)nal  materials.  New  te*xtlM)oks 
de*aling  with  the*  various  phase*s  eil 
aute>matie)n  will  have*  to  be*  writte*n. 
f^lassreHun  pre)ble*ms  and  job  proje*e*ts 
will  Im*  ne*e*e*ssary,  and  the*  whole*  are*a 
e)f  inducing  stude*nls  to  think  in  terms 
of  automatic  pieM*e*sse*s  will  ne*e*d  or 
gani/.atie>n.  In  addition  to  ele*ve*loi)ing 
mate-rials  to  he*lp  |M*ople*  iinde-rsfanel 
how  to  elire*ct  machine*s  to  do  the*  work 
on  jobs  alre*ady  maele*  automatic*,  some* 
stude*nts  will  ne*e*d  training  in  how  tet 
disce)ve*r  ways  of  transfortning  non- 
automatic*,  man-p<*rforine*d  jobs  into 
those*  elone*  by  mae*hine*s.  Tliis,  teai. 
will  re*<|uire'  a  we*altli  eif  ne*w  te*ae*liing 
mate-rials. 

Watch  for  Changes 

More*  than  e*ve*r  la-fore*,  the*  rapidly 
changing  busine*ss  community  will 
lM*ar  c*are*ful  scrutiny.  Automation  will 
not  re*inain  static*.  A  c-onstant  walc*li 
must  Im*  kept  on  the*  busine-ss  world, 
in  orcle-r  to  elc*te*rminc*  what  new  .skills 
are  ne-e*de*el  and  what  alte-rations  liave 
lM*e*n  made*  in  job  spe*c*ific*atious  as  ma- 
ehines  take  over  gre*atc*r  portions  of 
work.  The  businc*ss  te*ac*he*r  who  stays 
abre*ast  of  innovations  will  not  be*  le*ft 
staring  at  obsole*tc*  skills,  e*epiiimic*nt. 
and  me*thodoIogy  w’hile*  the*  re*st  c)f 
seK*ic*ty  move*s  teewarel  ne*we*r  anel 
e*asic*r  ways  ol  ge*tting  work  done*. 

Ciiidance*,  plac*e*me*nt,  and  follow-up 
will  re*main  vital  functions  of  the* 
busine*ss  te*ac*he*r  whe*n  automation  at¬ 
tains  large*-sc*ale;  proportions.  Because* 
ne*w  and  cliffe*rc*nt  jerbs  will  Im*  cre*ate*d. 
ac*curate,  up-tee-date  cM-cupational  in- 
femnatieHi  should  Im*  available.  IVople 
will  ne*e*d  assistanc*c*  in  leK-ating  ne*w 
jerbs  iti  a  coinpIe*tc*ly  changed  .scjcie*ty, 
and  follow-up  programs  will  continue* 
to  Im*  im|Mrrtant  in  dete  rmining,  the 
elfc*ctiveness  of  the*  business  educ-ation 
program. 

To  the  countle*ss  existing  factors 
that  give  the  life  of  a  busine*ss  teache*i 
interest  and  variety,  aeld  this  new 
challenge— automat  MM  I 

RnSINKS.*;  F.nUf.ATBIN  WOHI.n 
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Our  p(]uif}nient  is  crude  and  out-of-date ;  hut. 
a.s  a  famous  i>.sycliiatrist  said,  "  ittitudes  an 
more  important  than  facts."  1/  e  tliinf:  .  .  . 


VOCATIONAL  OFFICE 
TRAINING  IS  FUN 


VOT  members  discuss  (ht  ltm  ,  fust  /Wioto)  cluh  .wnip 
t»tu}k  uith  ro-ordituiliir,  Mrs  Dnl’rfc.  Hrriuiininn  tfirrf 
p/mto^ra/dis  s/unt  tiork  utiils  at  Sylvrstcr  Itinh.  Slmlfiils 
itiatlc  filiau  catancts  (alutvi  )  frotn  nranu4-  i  rah'.s 


MRS.  GARLAND  DuPREE 

Sylve’.ter  'ir^rgidl  Sftiiil 


WK  AHK  IMONEKKS.  Sylvrstn  Higli  ScIkm)!  is  oih 
of  five  sfliools  in  Clror^ia  to  institute  a  V'ocational 
Office  'fraiiiiiiK  (\'()T)  I’ronrain.  fiiiilt  on  tlic  tlicoi\ 
tfiat  tlu‘  (foctor  fias  fiis  hitci nsliip,  tfic  t«'acticr  lias  liis 
piac-ticc  t(‘acliin^,  and  so  the  office  workiT  should  lia\t 
his  office  practice,  V’O'l'  l)ridn<‘s  the  yap  hetueen  tin 
student’s  school  world  and  his  hiisiness  world 

Students  ^et  two  units  of  credit  for  oiii  \  ( )'i  coni  sc 
one  for  class  work  in  office  |)ractic(‘,  one  for  actual  work 
experi<*nce  in  tin*  hiisiness  offices  in  town.  Only  on  tin 
jol>  do  tliiw  learn  to  adjust  theniselv(‘s.  rh<‘re  is  no  uood 
siil)stitiit(‘  in  school  tor  the  hiiniaii  elcnient  in  the  office 
As  a  result  of  student  enthnsiasin,  we  have  or^ani/e<l 
a  V^u  ational  Office  Training  (]hih,  the  first  in  (Jeorj'ia 
Tin*  “V’O'r  (Jliil)”  assists  students  in  dev<-lopinn  theii 
personality  and  ac(|iiaiiits  them  w  ith  prot(>ssional  ethics 
It  creates  j'ood  will  and  imdcTstandinu  throni'h  the 
co-operation  of  school  and  hiisinc-ss. 

fdnl)  activities  are  varied.  A  lorni*'i  student  visited 
the  cliif)  and  related  a  delightful  story,  “d’he  l.ives  of 
Sara  Successful  and  I'rances  l‘'ailure.”  \  local  doc  toi 
has  conducted  si'ssioiis  on  mental  health.  Students  have 
desi^nc'd  posters  to  promote  V'Ol'  amon^  hiisinessmeit 
Films  have  heen  shown.  VV'e  made  up  our  own  C.'hrist 
mas  cards  for  employers  and  friends.  W'c*  have*  visited 
offices  to  learn  the  o|)c‘ration  of  inacliini's  not  liiriiishc'd 
hy  the  school.  Wc-  sjXMit  all  last  yc*ar  sc'ttiim  up  oui 
classrcKim  in  small  work  units  in  ordcT  to  have  a  minia¬ 
ture*  office*  as  a  lahoratory.  V\'<*  have*  a  limitc-d  hudj.'et 
hut  we  have  made*  filing  cabinets  for  <*ach  unit  and  have 
constructed  incoming  and  outgoing  mail  liaski-ls 

W’c*  arc*  rnakinu  our  classroom  “offic-e  style”  in  looks 
attitude,  and  work.  Outside  tlic*  classrcMirn,  c)iir  town 
calls  on  ns  for  civic  projects;  and  we  call  on  them  to 
c*mploy  our  trainee's.  We  hclie*ve  that  this  is  a  wortfi 
while  c-o-e)pe*rativ»*  work-e*xp«*rie-nee  program 
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Make  dictation  interesting 

by  making  it  real 

Sarnplfs  <it  actual  oliicc  (iictatioii  prepare  studetils  l<»r  more  speeiali/eii  work. 


ANN  MARITA^  C»  H.  M,#  OttunTrAd  heights  College.  OttuiriAd,  lowd 


AIUMtMI'lIl,  OF  STUDFM'S 
may  |hcs4-iiI  |)r()l)lcins,  and  it 
usually  c1«k*s;  Imt  w»’  Icaclit'rs  an*  not 
worthy  to  In*  railed  (‘diiiators-we  art- 
in«T«*ly  (VMiductin^  (-lass<‘s-il  we  ean- 
not  .siKivs.sinlly  prepare  our  .students 
for  their  tninre.  Our  ohliKalion  is  not 
a  day-hy-day  aliair  that  ends  wh<*n 
they  leave  the  elassHMiin.  Two  im|)or- 
tant  prohleins,  which  ite  must  fatv 
no  matter  what  we  teach,  are  creating 
interest  and  desirable  attitudes. 

rhe.se  two  units  of  measuring  teach- 
iiiK  <*flecttiveuess  result  only  if  the 
teactiiuR  pro(;ram  is  tailored  to  stu¬ 
dent  nernls.  Teac-hers  must  lx*  able 

;^2 


t«)  disiv*rn  these  ne<*ds,  aial  inak**  tin* 
ne«*s.sary  adjustments  to  m«*et  them. 

(^uit<*  early  in  the  first  semester  our 
colleK«*  Ireshman  class  in  advanced 
shorthand  recomii/.ed  their  dictation 
for  transcription  practuv— which  was 
I  tom  ordinari  dictation  sourtv*s— as 
something  with  a  familiar  rinn.  It 
was  evident  that  every  dictation  text 
available  had  already  lH*en  us»*d  by 
at  least  one  of  the  class.  There  was 
nothin;;  stimulating  in  tlx*  same  mate¬ 
rial  day  after  day.  They  had  com«* 
to  tvillege  and  cx|x*cted  something 
different.  They  were  entitled  to  some¬ 
thing  different. 


I  his  was  init’iitive  enough  lor  nie 
to  liH)k  to  otlx’r  than  textlatok  sources 
lor  material.  Sinc«*  students  were 
la-ing  prepared  to  sc-rve  in  tia*  fiehl  ol 
business,  tiu*  logical  place  to  g«)  toi 
this  su|)plementary  material  seemed  to 
Im-  to  the  business  and  proi(*.ssional 
men  of  the  city. 

Businessmen  have  long  Ix'en  asking 
lor  lx*tt<*r-trained  secretaries.  They 
art*  not  too  six'cific  in  stating  just 
what  would  constitute  this  Ix-tter 
training,  but  they  know  that  there  is 
a  definite  need  to  bridge  the  gap 
lx*twe<*n  the  student  equip|X'd  with 
skills  and  the  efficient  offitv*  worker. 


BITSINFSS  EDUr.ATIOV  WOBLP 


Aiiiicd  witli  ,i  ui-|l-iclic.iiscii  plf.i 
loi  flic  I'.iiiM-  of  l)iisiii«'ss  *-(liifatioii,  ” 
tlioiit'li  with  ardoi  soiiu  wliat  (laiiip 
fiu-<l  hy  till-  waniiiiKs  of  wfll-iiioaii 
inK  colU-amii's  wfio  wfrr  coiivimt-d 
tliat  I  would  1h*  rcfusrd  in  nothin;^ 
flat  hccaust*  of  tin-  |M‘rsonal  iiatiin-  of 
lih-  iii.iti-iials,  I  set  out  on  iny  mission. 

I't-isonal  calls  wen-  made  on  Icad- 
mi{  attoinc\s  and  |>h>sici.ms.  Kach  of 
the  men  inteiAiewed  was  so  willing  to 
relea.se  materials  from  his  files  and 
so  ea^er  that  such  a  study  as  mine 
lx*  made,  that  it  was  neeessars  to  eon- 
tact  only  a  lew  individuals  to  m-t 
siifficH-nt  material  lor  m\  needs. 

I'.aeh  |X‘rson  interviewed  volnn- 
tariK  liavi-  me  assmam-i*  that  he 
considered  sneh  a  stiuls  worths  of 
effort  and  one  that  would  Ix-nefit 
students,  t«-a<hers,  and  emj)Ioy<*rs. 

Om-  of  the  attorneys  stated:  “I 
strongly  endorse  this  study.  Students 
should  Im-  eneonraKed  to  s»-«-k  posi 
tions  in  medieine  and  law.  'I  hose  not 
taking  s|)e(  iai  eonrses  in  leyal  am 
medical  shorthand  a|)parently  are 
Uiv«-n  little  or  no  introdiution  to  the 
snhjeet  mattr-r  ol  thesr*  fields. 

Instructors  hesitate  «-ven  to  think 
about  dictation  and  transcription  that 
in\olv<-s  technical  voeahniary,  unless 
tbey  have  had  training  in  the  h-yal 
and  medir-al  fields  tl»-mselves.  Hut 
bow-  many  have?  Just  work  yours«‘ll 
up,  howev<‘r,  to  a  fev*-r  lu'yh  euout'h 
to  eoinmeiief*  such  research  as  iniiie, 
and  you  will  find  medical  and  leyal 
dictation  as  eonvr-ntional  as  a  man’s 
fie  and  as  laseinatin^  as  miladv's 
eha|X‘au. 

Her  ause  of  thr*  confidential  nature 
of  flu-  matr-rial  made  available  to  me, 
it  Was  n(‘e(“ssary  to  eoner-al  all  names 
ill  the  different  lettr  rs  and  doeiinients. 
file  identities  of  sonu*  ort{ani/.ations 
and  loealitk's  wr-n-  also  ebann<-d. 

Materials  were  ean-fiilly  ser<-ene<l 
in  an  «‘florf  to  present  forms,  reports, 
and  letters  that  di-alt  with  both  typ 
ieal  and  unusual  eases.  ’I'he  materials 
ap[x-ar  in  struetiirr-  and  eonfenf  just 
as  taken  from  the  oritrinal  eo|)ies.  \o 
.'dtenipt  was  made  at  simplification. 

illustration  ol  hospital  rr-jxirt  on 
opposifr-  iratie,  at  left,  t 

Some  ni.iterial  was  eoiinted  in 
Urou|is  of  twenty  .Standard  weirds  with 
a  ssllabie  intensitv  of  1.1.  The  count 
lx-t;ins  with  the  salutation  and  ends 
with  tlie  eomplimentary  <Ios«-.  Tin- 
word  count  at  thr-  i-ml  of  «-aeh  dicta¬ 
tion  was  indicated  in  niiinlx-rs  to  the 
near«-sl  five.  'I'he  actual  word  count 
in  ;iny  dictation  is  im|Mirtant  only  to 
th«-  <-xtent  that  it  indicates  the  ac¬ 


cepted  leiii'ths  into  wliieh  h-ttei  set 
ups  fall— shoit,  niedmin,  oi  loii^. 
Kxaet  word  count  is  not  im|)ortant  in 
this  ty|x-  of  in.iterial,  since  it  is  de 
siyined  for  mailable  transeri|)tion  iirae- 
tiee,  not  lor  s|M-ed-buildin){. 

this  study  was  prim. inly  eoneerned 
\vilh  the  professional  fields  ol  l.iw  .md 
medieine.  The  doeiinients  presented 
Ml  th<‘  field  of  l.iw  embiaer-  insiiianee. 
realty,  mortf.'at't-,  and  taxes.  .\n  at¬ 
tempt  was  made  to  inehide  as  many 
phrases  ol  ear  li  field  as  natural  limita¬ 
tions  would  pi'iinit.  rhe  eonipilation 
d(M-s  not  inehide  resoiirees  from  the 
other  (ommnnity  enterprises  asail.ible 
to  .my  business  erlueator  who  le.ili/es 
the  value  ol  sia  h  materi.il. 

i'he  result  of  my  efiorts  bee.mie  a 
handbook  of  diet.ition  material  com 
prising  Ibl  letters  .md  reports  in  the 
fields  oi  law  and  medieine.  touethei 
with  2  to  special  terms  (see  illnstr.ition 
at  ri^iit  on  o|)posite  pa^e).  These  f'K 
nres  uive  eonvinein^  evidence  th.il 
inleri-stin^  material  is  av.iil.ible  Iroin 
the  files  ol  business  ni«-n  for  snpple 
nienlary  rlietation  |)uri)os«'s.  Wby  not 
eom|)ile  a  siniil.ir  study  on  your  own? 
.Slab  material  will  create  student  in 
terest  in  tfie  |)rof(‘Ssional  fields,  o|x-n 
u|)  a  widr-r  i.m^e  ol  oeeiipalional 
ehoie«‘S,  and  prepare  students  foi 
evr-ryilay  ofliee  situations. 

I'la-  present. ition  of  sneh  diit.ition 
inati  ri.il  should  eontribiite  to  the 
knov‘  ledi'e  and  skill  ol  students  and 
orient  them  to  the  |>rofessional  fields 
troni  vvhii  h  the  material  is  Uatla-red. 

’I'he  use  ol  tiie  mateiial  in  this 
stiidv  was  delaved  until  the  l.ist  (pi.ir 

FIVE  NORMS  FOR  USING 
DICTATION  MATERIAL 

•  Desirable  outcomes  are 
achieved  by  a  slow  "spiral" 
evolution;  do  not  expect  mira¬ 
cles  of  learning  to  occur. 

•  Never  drive  for  speed;  it  is 
not  the  objective  of  this  kind  of 
material. 

•  Oral  previews  have  little 
value  because  there  are  no  per¬ 
manent  results;  written  pre¬ 
views  give  twofold  aid— audio 
and  video. 

•  Clarify  the  meaning  of  spe¬ 
cial  terms  as  an  aid  to  student 
understanding. 

•  Control  the  high  syllabic 
intensity  of  specialized  vocabu¬ 
lary  by  using  the  Standard 
word  count. 


t»-i  nl  tia-  si'laHil  y  e.ii .  d)l  eomse, 
dull  wmihl  mil  Ih-  Iria-  Im  every 
slialy.)  Mure  lime  voiil.l  piofitalily 
hav»*  Im-i-ii  sjHMit  in  its  deviduiuneni, 
bill  the  ipiarter  seeinetl  siillieient  tune 
for  orientation,  wliieh  was  all  that 
was  originally  intenderl. 

Oral  Presentation  Preferred 

I'lie  first  attempts  sliouhl  la*  oral. 

I  AO  leasons  exist  lor  tins.  (I)  It  is 
possible  to  cover  moie  material  by 
oial  Iransr'i  iplion  tban  liy  written 
transeription,  la-eause  stialents  are 
.ible  to  fi“ad  back  notes  orally  at  a 
f.ister  spei-d  than  they  can  tv|M‘  them, 
.md  the  re|M-at«-d  exia-rienee  of  bear- 
inn  the  speei.ili/ed  wools  contributes 
to  the  h‘arninn  process.  (2)  'i’he 

te. idier  can  always  lie  sure  th.it  the 
words  are  proiierly  pronouiieed  if 
they  .ire  o'acl  orally.  If  the  student 
knows  that  the  word  is  prop<-r!y  pro- 
nouneed,  the  r-haiiees  are  tli.it  lie  or 
she  will  write  the  outline  more  rap- 
idlv  ill  diet.ition  because  tbat  i-lemeiit 
ol  hesitancy  is  eliminated. 

\  bl.iekiioaid  |)review  sliouhl  pie 
cede  e.ieh  diet.ition.  Ibis  puwiew 
woiihl  eoiisisl  ol  the  words,  syllabica¬ 
tion,  pronnnei.ition,  and  meaninn  <*f 
speei.ili/i-d  words  presented  in  the 
di(  t.ition.  It  will  be  fonnd  th.it  certain 
wools  piesent  quite  mmsii.d  spellinn 
difficulties.  I  liese  words  m.iy  be  kept 
on  file  bo.ird  .is  lonn  as  tiim-  and 

sp. iee  permit.  Hileienee  ni.ide  to 
them  on  days  when  they  are  not  used 
in  dictation  helps  further  to  ease 
siiellmu  ilillienll ies. 

.Sim  e  the  stiiilents’  ob|eetive  is  in. ill 
.ible  traiisi  ri|>ts,  the  dii  lalion  should 
m-vei  be  timed.  Students  are  niven 
this  m.iteiial,  not  to  leaiii  tianseiip 
tion  teehniipies  but  to  develop  those 
pievioiisly  leained.  Itepeated  diit.i 
tion  ol  the  oohn.iry  business  letteis 
for  transeript ion  praetiee  nieiely  lets 
the  students  find  out  loi  iheniselves 
how  they  are  ploy'lessin^. 

The  lists  of  s|)e<  i.ili/ed  terms,  with 
their  syllabication,  pronuneialion,  and 
meaning'  glides,  could  also  be  diipli 
i-ated  and  used  for  boniework  jiiae 
tiee.  Any  niateri.il  thus  used,  liovvevei 
must  be  a  direct  eoiitribiition  to 
le.irnin^  ami  not  mere  biisywoik  to 
Hive  students  the  inipres^ion  that  thev 
are  h-arninf{. 

I  Ik-  priK-ediire  used  by  any  teai  hei 
will  riepend  on  the  personality  of  the 
teacher  and  tin-  r  harar  tei  of  the  yronp 
to  be  trained.  V\’e  all  may  use  the 
s.inie  tiMils,  but  our  success  depemis 
on  wliirh  side  of  the  boat  w-e  rast 
nnr  net.  K'.nntinm-fi  on  fHine  42) 

.'hi 


(KIOHKH.  19.'j.^ 


Ihe  growth  iti  loreign  language  clabsers  at  the 
Geneva  School  of  Business  answers  a  new  question 

ARB  STUDENTS  BECOMING 


FIU)M  cahacas,  vknk/ukla 

cfnnrs  Sader.  "I  write  thr 

1(1  llie  word  if  I  do  not  und<;r- 
Maiid  wfial  it  means." 

Fnmi  Mac'on,  Georniu,  comes  Betty 
Neylaiis:  “You  must  Ik-  careful  when 
trans<-rihiiiK  French,  for  it  is  not  a 
phonHic  lanf^uaKc." 

TfKlay’s  deinan<]  ior  hilin('ual  m'C 
letaries  has  hroiiKhl  Vlar){o  and  Betty 
to  the  (Geneva  School  (d  Business  in 
New  York  (>ily,  just  us  it  has  hroiiKht 
other  students  to  similar  foreign -Ian 
(fiiage  husiness  schtads  throughout  the 
nation.  f>eneva,  with  its  enndlnK'Ut 
oi  .'>()  day  and  evening  students,  rdiers 
courses  in  l>ookkeepin};,  in  Fn^^lish. 
French,  and  Spanish  lypiiiK  and  .short¬ 
hand,  and  in  Kn^'lish  for  ioreiKners 
.Nearly  hall  those  eniolled  at  (><‘neva 
.ire  loiei){ii  students  taking  courses 
conducted  in  i*ai('lish  or  Americans 
taking  cours(‘s  in  a  ioiei^n  lan^ua^e. 
rhey  come  lor  many  reasons. 

Marco’s  introdiu-tion  to  (h-neva 
was  a  newspa|M'r  advert isement.  Like 
niany  loreign  students,  she  livc*.s  with 
her  larrrily  and  has  little  oppoitirnity 
to  practicr*  the  Fn^lish  sin*  is  .studying 
She  finds  it  especially  dilik-nlt  to  think 
ol  «*a<  h  r  orrr’ct  vs'ord  whr*n  she  spr-aks 
in  l‘'n^hsh.  I'he  shorthand  class,  how¬ 
ever,  assists  hiT  nnd«-rstan<lin('  «d 
I'lriKlish  conversation.  When  she  lirstrs 
a  word  she  d<M*s  not  know,  sin-  writes 
down  th«‘  sound  ol  the  word  to  look 
up  lat«-r. 

I’revioirs  secretarial  expeiir-ncc-  in 
N'ene/nela  has  ^iven  Mai^o  tin*  con 
liih-nce  that  all  loreign  students  ne(‘d 
She  writes  shorthand  at  l.'kO  w  a  rn 
in  S|>anish  and  already  can  take  HO 
words  a  minute  in  Kn^lish.  Her  typ 
iiiK  speerl  of  1 2S  words  is  cut  onlv  to 


'JO  words.  “I  think  working  rn  an 
American  ollict  will  improve  my  Kuh- 
lish  shorthand.”  When  sh(^  returns  to 
VerK'znela,  sin-  hopes  to  Im*  a  lull- 
fled^ed  hilinj'ual  secretary. 

Betty  Neylans,  on  the  other  hand, 
rarrie  to  (h*neva  with  an  ext<*nsiv<- 
knowledge  of  lan^ira^t'S.  Sin;  majored 
in  hrench  and  rninored  in  Spanish 
at  college.  In  fourteen  weeks  at 
(a-neva,  she  hnilt  her  Fn^lish  short¬ 
hand  sp«‘ed  from  SO  to  120  words  a 
minute.  Starting  I'rench  shorthand 
<ornpletr‘ly  new,  sh<‘  hrouj'ht  it  up  to 
120  words  a  minute  also. 

"I  just  practici.'d  and  practicetl,” 
she  explains.  Actually,  she  oirtpaced 
h»M  trvxthook,  and  h<‘r  French  short¬ 
hand  advanced  with  her  FriKlish. 

Betty  originally  was  intert'sted  in  a 
jol)  that  lecjuired  only  the  spn/kitif' 
ol  two  lanj'iraj'es,  hut  a  l<H>k  at  her 
prospr-cts  tsinviriced  her  that  sin- 
would  increase  hc-r  chances  ol  ern- 


ployrnc-nt  il  she  also  were  aide  to 
handle  sccrctm'uil  dnli<*s  in  two  lan- 
jciiages.  .And,  not  overlooking'  any  as¬ 
pect,  she-  has  r<*cently  he^nn  a  course 
at  (a-neva  in  .Spanish  shorthand. 

Shorthand  is  a  phonetic  .system. 
The  same-  symhols  are  used  in  the 
dilfc-rent  languages  with  rernarkalrU 
few  variations.  Students  at  (leneva 
are  enconraj'ed  to  In-^in  the  study  of 
shorthand  in  their  native  tongue, 
rhey  are  intioducc-d  to  their  .sc-cond 
lan^naKe  as  soon  as  thc-y  have  corn 
picte-d  tin-  tin-ory  ol  the  first.  This  is 
to  pn-vi-nt  tln-nr  Irorn  adopting  tin- 
nn-ntal  hahit  of  wcirkin^  with  lint  one 
lan^uaK«-. 

Shorthand  Aids  Grammar 

.Arnc-rican  stndc-nts  irsnally  havi- 
taken  a  torei^n  laiij'iiaj'e  in  hi^h 
sc-InMil  or  college.  “  They  can  rc*ad  or 
write-  the*  lan)'na).'e,”  ac-knowh-d^c-s 
(.eor^ette  Moinpiin,  fciacious  clirc-c-tor 
of  (a-rn-va,  “hut,  yon  know,  thc*y  can't 
realiv  undc-rst.incl  it  or  speak  it  until 
aftc*r  thc*y  have*  completed  a  shorthand 
c-oiirsc*  like  oirrs.” 

Bc-tty  Nc’ylans  anrc-c*s.  “It’s  the*  tran 
sr-rihinj'  that  dcM*s  it.  In  Frc-nch,  whc*n 
a  verli  c‘nclinu  is  not  prononnc-c-d,  \on 
rc-ally  have-  to  know  your  ^rarnmai 
and  spc-llin^  to  write-  it  in  tin-  correct 
|>ersori  and  nurrd)c-r.” 

I’mlc-rstainlinj'  s|)okc-n  |-'rc*nch  is 
aich-cl,  ol  c-onrse,  hy  the-  continual 
proc-c'ss  ol  takinje  clown  in  shorthand 
the-  spoken  Frc-nch  ol  the  instructor 
Dc-spite  pronunciation  dillerenc-c's  1m-- 
tween  Knj'lish  and  Frc-itc-h,  the  sarnc- 
syrnlnds  arc*  usc*cl.  Some*  variancc-s  do 
rK-t-ur,  such  as  the*  “ovc*r  hcMtk”  (66) 
For  c*xarnplc*,  the-  diphthong'  sound  in 
the  word  “cirte”  is  writtc-n  in  the 
French  with  the  same  vowel  syrnlMil 
as  our  “put,"  "rut,"  and  “Irrot”;  the 


A  SHORTHAND  THEORY  CLASS  at  tfie  GenetM  School  of  Business  performs 
an  exercise  under  the  guidance  of  co-director  Georgette  Mouquin  (standing) 
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syiMl><)l  loi  (Ills  siiiiikI  in  Kii^lisli,  linu 
rv«T,  is  (iifinrciit. 

Spanish  is  a  inon-  phonntic  Ian 
Unani*.  with  h’W  chanKcs  of  svml)<)ls 
Simr  thf  word-rndinn  is  pronnnnccd, 
it  may  n-<|nir<‘  sli^htly  Inn^tM  to  take 
down  Sp.mish  in  shorthand,  hnt  the 
fill!  ontlin<‘s  inakr*  it  <*asy  to  transt  rila- 

rh(‘  samn  learning'  proc-rss  applies 
to  th«‘  toieiy'n  student  taking  Kny'lish 
shorthand.  I'he  shorthand  symlHtl  ioi 
“so”  may  also  mean  "sew  .”  'I  he  stn 
dent’s  Kai^lish  will  improve  as  he 
learns  first  that  “sew  ”  do«‘s  not  rhyme 
with  “new,”  aid  then  that  there  are 
ehsirlv  separate  definitions  of  “so’ 
and  “s<‘W.” 

I. earning  to  type  in  a  lorei^n  Ian 
^na^e  is  similer.  At  (iem-va.  eo 
direetor  jaek  Varner  eomlnets  simni 
taneons  eonrses  in  the  tlirer-  lan^na^es 
Most  students  tyjre  fastest  the  Ian 
UnaKe  in  which  they  think.  .Maruo 
typ«‘S  hy  the  h  ttei  or  tin-  wiml  when 
doinp  Kn^lish.  whiih  is  slower  than 
ty  i^inK  hv  |)hras<‘s  as  she  does  in  her 
native  Spanish.  She  has  found  one 
consolation.  Iiowr-vei -this  "slowness” 
of  her  typinn  inen'ases  her  aeenraey. 

Many  of  the  foreign  students  at 
(ieneva  come,  like  Maino,  from  Vene¬ 
zuela.  Others  are  from  f  r.inee,  Italy, 
Sw'it/.»*rland,  ViiKoslavia,  Kenador, 
t'olomhia,  Haiti,  and  |am.n(  .1.  I'hese 
students  attend  an  f^n^lisll  for  liii 
einners  class  con<hicled  hy  the  seh<K)l 
registrar,  ftnth  i'rderson. 

.Students  of  all  nationalities  attend 
tin*  class,  which  is  r'ondneted  com 


GENERAL  TYPING  c/ass  i.v  snjwr- 
tisrd  h\f  cn-director  Jack  Varner 
(hrtidiiiu  (Her  stndent  at  left  rear) 

0<  lOPKH  l^kS') 


|)letely  m  I'lnulish.  I  he  stndi'iils  le.nl  students  tlnon^h  .idvertisenients  m 

Vmeriean  literature,  hnt  much  of  the  Isn^lish  and  lon  iy'ii  newspapers.  ( >thei 

time  they  talk  to  one  iinother  ahout  students  fiml  the  si  IhhiIs  hy  word  of 

their  homel.md.  .\  comradeship  results  month.  One  recommended  (ieneva  to 

that  breaks  down  the  harriers  of  shy  five  fellow’  ( .’olomhi.ms 
ness  and  a|)prehension.  Sm  h  school  spirit  he^ms  eailv  at 

Students  have  a  nnmhei  of  motives  (a-neva.  Molnin^  classes  rim  from 

lor  iM'comin^  hilin)>'iial  seeiet.iiies  nine  to  twelve,  hnt  in. my  students  ai 

Some  seek  the  variety  of  joh  oppoi  rive  h.di  an  horn  early  and  leave  hall 

timities,  others  .in  entry  into  closed  .111  lioiii  kite  in  oidei  to  take  special 

fields.  .Still  others  wish  to  know  two  s|>eed  tests  m  Spaiiisli  and  I'leneli 

l.in^ii.ip's  hee.iiisi’  of  the  location  01  shoiiliand.  A  lew  of  tlie  students  prae 

the  limetion  of  their  linsiness.  'I  lieie  tiee  at  school  all  day.  I  here,  a  sense 

was  .dso  one  realistic  l.ither  from  of  “lielon^in^,  ”  of  hem^  a  p.irt  of  a 

South  .'Vmei ic.i.  who  told  his  daii^li  hiy;  family,  has  heen  felt  hy  these  stn 
ti’i'S:  “I  want  S'oii  to  learn  in  an  .Amei  dents  alllieted  witli  the  ailments  of 

ican  office.  I  hev  pay  hilin^n.d  seere  foreign  eiti/ens  laced  with  a  strange 

taries  y^ood  money  at  home.”  cnltnre.  ( >ne  ^iil  hroke  down  and  ad 

lleeaiise  of  the  increased  demand  niitted  tli.it  in  tlie  whole  city  of  New 

lor  hilin^llal  secretaries,  theie  is  no  V oik,  C ieneva  was  the  nearest  tiling  to 

joh-|)lacenient  prohlem.  Many  hnsi  heiny;  home 

nessnien  keep  in  toiiih  with  schools  “I  h.i\e  never  heen  hored,”  el.iinis 

like  (ii’iieva  and  iiiipiire  ahoiit  poten  Mrs.  Mon<|mn.  It  is  a  sale  het  that  hei 

tial  uraihiates  1  hese  schools  attract  students  nevei  li.ive  eithei 


VERNA  SYKES 

^ortvill'-  High  SHx>)I 


HOW  AHK  our  stndruts  Koin^  to 
iiiitid  lliojr  own  l>usin('ss  if  tliry 
<I(»u’t  know  what  it  is?  'Hu-  comnuT- 
cial  d(‘|>arl(n<‘iits  ol  onr  lii^li  S('h(M)ls 
ar«‘  iailin){  in  tlii'ir  duty  to  the 

stndnils  and  iho  coinmnnity  it  t)ic‘\ 
arc  not  taking  advantage  of  the  me 
iiicrons  o|)|)oiintiilics  to  a('(|naint  stu¬ 
dents  with  the  hnsiiiess  life  of  their 
own  IfM-al  area. 

.\ot  only  is  it  onr  duty  to  use  local 
illustrations  and  materials  in  t(‘aehin^ 
hnsiness  eonrses,  hut  it  is  also  ^0(Mi 
teaehin)^  teehnii|ne.  It  is  a  truism  in 
edneation  that  learning  cannot  take 
place  unless  the  learner  is  inter<‘sled 
and  wants  to  learn.  People  nsnalh 
are  mneh  more  interested  in  things 
that  Im'Ioii^^  to  them  or  apply  to  their 
personal  liv«*s.  I’herelorr*,  the  more 
we  can  tit*  in  the  sehiKtl  prohleins  with 
the  lives  oi  the  students,  the  more 
likely  art*  the  stnilents  to  It'arn. 

Apply  the  Concepts 

I  am  not  atlvtM'atin^  the  ahantlom 
inent  ol  te\thiN»ks  or  the  entire  ItKal- 
i/.ation  ol  knowleil^e.  I  am  making  a 
plea  that  we  supplement  the  textiHHtk 
material  anti  f^eneral  knowletlf{t‘  vsith 
mttre  s|M*eilie  teaehiiiK  td  the  hnsiness 
Iraiisaetitins  anti  lilt*  ol  tht*  ItKality, 
vt  that  eoneepts  may  Im*  more  vivitlly 
imprt‘sseil  tm  students’  memories  anti 
kiitrwletl^e  l>e  applit'tl  tti  Intnre  hnsi¬ 
ness  neetls. 

It  has  ht*en  said  that  a  textlxMik 
is  tint  til  tiatt*  hy  tht*  tiim*  it  is 
printt*tl.  I'his  is  t*s|M*i*iallv  tint*  til 
t*t)mmt*rt*ial  IxMiks.  Insnranee  rates 
and  mtirtality  tal)lt*s  ehaii^e,  taxes  are 
amentlt*tl  or  matle  onttlatt‘tl  hv  neu 


The 

Is  the  STUDENTS' 


statntt*s,  waKe  laws  art*  ehan^etl,  imai* 
ftronirs  art*  inelndi*il  in  .Social  St*enr 
ity,  trans|>ortation  anti  t*onimnnieatioii 
inedinms  art*  ontniotlt*il.  A  ^lM)d 
tt*aehi*r  should  kt*t*p  n|>  uith  tht*si* 
t-hanKt*s,  anti  tt*aeh  tht*  stndt*nts  tin* 
<-nrri*nt  laets,  atldin^  inlormation  on 
lrt*iiils  that  ni.i\  ehani'i*  tin*  laets  to¬ 
morrow.  rrainiii^  stinlents  to  watch 
lor  t*han^l*s  in  laets  anti  statistics  is 
t*vt*n  more  important  than  tt*aehiiiK 
tin*  laets  tln*msi-lvt*s. 

What  are  stmie  of  the  sonrees  that 
will  help  students  keep  tip  tt»  date  on 
their  studies? 

•  (.'tipiesol  joh  application  hlatiks, 
cht*cklMMiks,  tax  forms,  graphs  <ii 
charts  of  progress  of  the  ctimmnnitv 
fninl  tirivt*,  maps  ol  the  districts,  etc. 

•  I /Hal  nt*vsspa|M*rs,  or  those  ot 
ncarhx  (*itii*s.  I’hese  papers  are  full 
ol  pcrtiin*nt  <*(*onomie  laets.  Stnd(*nts 
should  Im*  <*nconra^cd  to  clip  items 
ilealiiiK  with  any  phase  of  hnsim'.'is 
activity. 

•  lm|)ortant  statistics  «>r  unidi?- 
iMMiks  issued  hy  s<*rvice  chihs  and  the 
l(K*al  (Ihamln'r  ol  C  !»>mim*n*«*.  Thesr* 


oi^am/ations  may  Im*  willing  to  ^ive 
copies  to  the  sclnM)l  lor  classroom 
study. 

•  llandirills  or  other  advertisiii)' 
materials,  htr  comparative  analysis  or 
lor  economic  inlormation. 

•  Itadio  announcements,  si*hool  ac 
tivity  accounts,  in*ws  ol  i  lnhs,  lod>j;«*s, 
and  churches. 

.Many  ol  these  inedinms,  alon^  xsith 
trips  to  industrial  |)lants,  speakers 
Iroin  the  hnsiness  world,  and  snrvexs 
of  various  kinds  t(*ach  class(*s  local 
tacts.  The  commercial  cinh  oiy'ani/a 
tion  mi^ht  want  to  sponsor  projects  to 
learn  .ilMint  the  hnsiness  lite  ol  the 
(*ity.  .Many  ol  the  sn^^<*slions  I  am 
I'oin^  to  mention  under  a  specilii* 
snhject  class  ini^ht  he  ap|)lied  to  .ni\ 
or  all  the  hnsiness  snhjects. 

What  are  some  ways  students  in 
the  slioithand  class  can  use  local  mate¬ 
rials  of  a  current  nature? 

•  rhey  can  write  snivey  lett<*rs 
and  possihiv  lollow  them  with  inter¬ 
views  to  find  out  what  the  ipialilica 
tions,  dnli<*s,  salari(*s,  (*(pii|)m<*nt,  and 
wdikinn  conditions  are  lor  st«*non- 
ra|)h<*rs  and  secretaries  in  each  hnsi 
ness. 

•  They  ran  ('ather  samples  ol  let¬ 
ters  written  or  received  hy  local  linns, 
then  use  thf*se  samples  to  hnild  a 
hnsiness  viK*ahnlary,  to  learn  jne- 
lerred  letter  lorms,  or  to  lM*come 
.icipiainted  with  techni(*al  terms,  il 
lhe\  an*  int«*rested  in  woikin^  lor  .t 
speeiali/ed  type  of  l)nsim*ss. 

•  rln's  <*an  d«*t«*rmine  the  ext«*nt  ol 
the  ns»*  of  carl>on  t*opies,  duplicating 
machines,  postage  meters,  coin  count 
ers,  and  other  mechanical  aids. 
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rhe  t-«>iiiMierciuI  urilhiiietic  class 
cull: 

•  (JuthiT  statistics  alxuit  the  pcipii- 
lation  or  census  data  of  the  area,  the 
sch(M)l  enrollment,  the  tax  rates  and 
assessment  proceihires,  insurance  rates 
within  the  commnnity  for  various 
purposes  and  under  diverse  condi¬ 
tions,  weights  and  prices  of  various 
packa^<‘s  of  the  same  product,  or  dif- 
lerenci-s  Iwtween  similar  products, 
rhe  liK-al  nnxery  or  drunstore  would 
have  a  wealth  of  such  materials. 

•  C.'ompnli*  the  jirice  of  advertise¬ 
ments  in  the  newspajier,  based  on  its 
rate  .scale. 

•  Fifiiire  interest  rates  on  the  pur 
chase  of  specific  antomohiles  on  a 
ilealer’s  lot. 

•  Investigate  payrolls  of  local  firms 
fomittin^  names).  Students  could  com¬ 
pute  not  only  hours  worked  mnlti|)lied 
hy  the  rej^ular  hourly  rate,  hut  at 
premium  or  bonus  rates,  too.  'I'hey 
could  Ko  on  to  calculate  ileductions 
lor  Federal  income  tax  or  Social  Se¬ 
curity  tax,  as  well  as  such  other  de¬ 
ductions  as  insurance  premiums,  bond 
|)nrchases.  or  credit  union  <lnes.  The 
.iiithmetie  is  there,  and  so  is  an 
ihnndance  of  other  learning  situations. 

•  fannpnte  the  cost  of  the  new  lino- 
lenm  to  eover  the  floor  of  the  kinder- 
irarten  classroom,  or  the  amount  of 
looil  to  be  purchased  for  tla-  .school 
c.deteiia  for  a  ^iven  menu. 

•  (iheck  the  school  enrollment, 
<  lass  hy  cl.iss,  and  compare  it  wiOi 
th.it  of  former  ye.irs,  in  ordc-r  to  learn 
IM-rcc-ntatres. 

•  Take  inventory  in  the  cafeteria, 
Inrokstore,  office,  or  shop. 


Some  of  these  same  projects  could 
Ik‘  curried  out  by  the  bookkeepiiiK 
class,  which  may  also: 

•  Use  the*  published  st.iti-mi-nts  of 
the  local  b.mk  to  ^ive  ml‘.lnin^  to 
balance  shec-ls. 

•  .Make  ,1  smvc'y  of  the-  l>ookkee|i 
ill);  methods  nsi‘d  hy  local  firms,  and 
obt.iin  samples  of  their  led);c‘r  oi 
journal  forms,  sale's  tickets,  invoices 
statements,  hills  of  ladiii);,  price  lists 
showiii);  discounts,  and  filiii);  systc'ios 
Hc'present.itivc  firms  in  the  ni.inni.ic 
tiiriii);,  distributive,  and  service  fields 
should  be  included.  I’he  activities  ac 
count  of  the  school  or  thc'  hookki'C'|) 
ill);  system  ol  the*  c  .deti  ri.i  could  he 
nsc'd.  Some'  ol  these  pajiers  wimld 
make  .in  I've-catc  hiii);  Imlletiii'board 
disjilay. 

In  the  law  classes,  it  may  not  hc 
wise  to  comment  too  freely,  or  to  take 
positions,  on  any  specific  current  IihuI 
liti);ation,  be<anse  of  possible  reper¬ 
cussions.  Kather,  the  class  can: 

•  Discuss  hypothetical  sitii.itions 
that  could  devc'lop  into  le);.il  dis|)ntes 
l‘'or  example,  if  Hob's  l.ither  is  build 
ill);  a  nevs  home,  oi  if  .1  new  school 
or  otlic'i  public  hiiildini;  is  to  he 
eonstriK  ted,  stiidi-nts  could  studs  the 
asjX'c  ts  th.it  mi);ht  e.ill  lor  the  .idvic  «• 
ol  a  I.issyer. 

•  Try  In  cjiiently  to  find  I<k  .il  illiis- 
tr.itions  of  the  textbook  m.iti'ri.il,  iisiiit; 
students  in  thc'  cl.iss  .is  Iiu.il  |).iities 
.01(1  “just  siipposin;;." 

•  \  l.iwyi  r  may  he-  ssilliii);  to  );i\c 
ex.iniples  of  typical  c'asc-s  he  handles 

•  Study  loc.il  or  st.ite  laws,  espi*- 
cially  those'  relatiii);  to  thc'  .six'cific 
commimitv;  for  example*,  the'  issniii); 


ol  license's  .ind  |)eimils,  hiiildiii);  .mil 
/oiiiii);  codes,  trallie  ie);id.itions,  anti 
noise'  oreim.inces,  spc'cilie'.itions  ioi 
sc  hool  bus  constiiii  tion,  thi'  pl.iciii); 
ol  bids,  e  tc. 

•  \’isil  .1  coiiit  at  a  time'  e  hosc'ii 
caielnlly  m  re)'.iid  to  the'  eomt  ealc  n 
cl. II.  Ibis  ni.ikc's  Ioi  );ood  li'.iiniii);, 
I'speci.illy  vs  Ill'll  .1  tour  ol  llii'  j.iil  is 
incliicic'cl. 

Ml  this  m.iteii.il  may  be'  file'll  bs 
the  sclioors  business  e  liib  .mil  broii);bt 
out  lor  use  in  the  Inime.  It  can  be 
e  lian);ed  when  oiitil.ited. 

Start  the  Ball  Rolling 

It  has  not  bi-en  my  piir|)ose  ueie 
to  n.mie  all  the  jiossible  ways  m  svliii  h 
the  lomninnity  lile  ol  tlii'  stinleiit  c.m 
be'  incorporate'd  into  the  te.icliim;  ol 
biismi'ss  siibji'cts.  'I  li.it  ssoidil  be  im 
possible,  bii  e.ii  II  day  ni.iy  briii);  ness 
sitii.itions  tli.it  coidd  be  used.  In  most 
schools,  students  will  hi'  ea);er  to 
brill);  in  new  1  li|ipim;s.  new  fi);mes 
.mil  new  business  foinis,  once  theii 
interest  h.is  been  .iionseil  tliroiit;li  tin 
nnilerst.miliii);  tli.it  these  siibjeets  .iie 
livmi;  le.ility.  not  jiist  tbeoiy  Irom  .1 
book.  II  the  contributions  .iie  dis 
ensseil  in  class,  .mil  peih.ips  ilispl.iveil 
lor  eve'isoni'  to  ins|H'ct,  moie  people 
will  biiii);  in  .ippropi i.ite  m.iterial,  .mil 
.it  the  s.mie  time  tlii'v  will  be'  loiniai); 
.1  ilesir.ibli'  li.ibit  ol  se.iri  Inn);  loi  pet 
lineni  ideas,  will  le.irn  moie  .diont 
their  own  lommiimts  .mil  will  )4.mi 
|nil);ment  ol  coninimiils  problems 
If  a  school  IS  to  be  .1  reflection  ol 
its  commimity,  the  n  let  it  leflei  t  I  he 
biisiiic'ss  etf  the  commimitv  is  the  stii 
di'iits’  bnsinc'ss 
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PiTIR  JACIK,  Kidley  lowns^up  f-ol'jorr',  Hennsylvdnm 


WHKN  I  WAS  ASKKU  to  tuach 
consuiiM^r  education,  I  did  not 
liavc  a  definite  plan  «>l  pHR-t^dure 
li^'caiiM'  I  was  to  work  in  the  eleventh 
an<l  twelfth  grades,  I  deckled  to  us«- 
eo-o|N‘rative  plannin)4  .tnd  learning.  I 
lM-lieve<l  that  my  new  students  would 
la*  inaturi;  enough  to  plan  their  work 
•ind  then  |M-rforin  it,  |a»ssihly  evrn 
la-yond  their  ahilities. 

For  the  first  w<*<‘k,  I  oriented  iny 
students  on  the  pnrpioM*  of  the  course. 

I  outlined  fiileen  |)rol)leins  that  in\ 
students  as  eonsiiiners  init;ht  eneoun 
ter.  I'he  list  covered  financial  plan 
niiiK,  insurants',  credit,  taxes,  afleci 
of  prits's,  honsint;.  hankin^,  huyiiiK 
prohleins,  frauds  anti  swintlles,  how 
to  use  stiiirts's  ol  information,  mai- 
ketiiiK  lunelions,  tsmuminications, 
trans|M>rlalion,  lethal  relationship  ol 
Imyer  anti  seller,  and  relationship  ol 
isinsumer,  prtMluts'i,  anti  lalror. 

Then  I  iH'^an  my  sludent-tSMiteietl 
teaching  prouram.  Texts  on  ctnisiimei 
economic  prtihlems  anti  hnsiness  lau 
were  loiinti  in  the  classrotim,  so  I 
passeti  them  out.  I  inlormeti  my  sin 
ilenis  that  they  wi're  not  ohiif{atetl  to 
Itillow  the  texts  or  exfit  use  them  in 
the  course.  We  s|)ent  a  lew  tlays  tiis 
eiissitiK  the  sections  they  wishetl  to 
tsivei  anti  others  that  they  consitleieil 
rm|)t>rtanl,  even  though  the  topics 
were  not  menlionetl  in  the  texts.  After 
this  review  was  completetl,  I  ttild  the 
sliitlenls  that  I  was  Uoin^  *<>  leave  it 
lip  to  them  to  tiecitle  what  they 
wishetl  til  stufly.  A  lew  sliitlenls  .saiti, 
“la'l’s  jnsl  tin  nolhiiiK.”  I  saiti  ihal  was 
all  iikIiI  wilh  me,  hiil  aller  a  few 
minules  ihe  class  reali/etl  thal  it 
WtHilti  In-  senseless  lor  iheni  lo  sit 
artiiinti  tioiiiK  nolhiiiK,  and  the\  tie 
eitletl  It)  m*!  tiown  lo  work. 

1'he  first  task  was  to  plan  what 
the  class  wishetl  to  stiitiy  and  how  to 
study  what  was  selectetl.  They  tie 
citled  that  the  best  way  was  to  vtite 
on  the  matter.  On  the  laiartl  were 
written  those  topics  thal  inleresletl 
them  anti  those  that  thex'  eonsideretl 
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It  necessary  to  know.  In  oitlei  ol 
|)relerenctr,  thost;  topics  were:  (I) 
advertising,  (2)  housin({,  (.3)  buying 
prohleins,  f4)  insurance,  (.3)  consumer 
protection,  ((i)  finuncial  planninf{,  (7) 
inarketin^  functions,  (8)  hanking,  (9) 
le^al  relationships,  anti  (lO)  economie 
prohlems  of  the  consumer. 

.XtlvertisiiiK  presentetl  the  first 
problem.  I  low  was  it  lo  lie  stuiiiedy 
I  ativiseti  my  students  that  they  mii^ht 
limit  the  time  lor  each  topic.  1'hex 
derided  that  limiting  I'acli  unit  to 
about  four  xxi-r-ks  xvoiild  alloxv  thr-in 
to  cover  most  ol  the  lopiis  sr'lr'clerl 
lor  study. 

Techniques  of  Learning 

I  here  are  various  iiielhiKls  ol  learn 
iii^  alMint  adverlisint'.  Someone  pul 
.in  outline  ol  these  teehni(|ues  on 
the  iMiard.  rhi'ii'  xxerr*  ten  listi'd, 
eovr'iinn  thi'  usi'  ol- 
-nialerial  in  the  ti'xts 
snpplemenlarx  materials,  sneh  as 
othr-r  ti'xts,  nexx'spa|)<*rs,  pamphlets 
-slirh's,  filmstrips,  motion  pictures 
a  l.i|>e  recorder  lor  analx/in^  radio 
and  television  commercials 
-booklets  on  advertisinu  nii'dia 
poster  ail  vert  isemenis 
-a  siirxi'V  ol  the  mi'thorls  o|  liMal 
advertising 
outside  .s|)eakers 
Heni'ral  discussions  by  tin*  class 
a  class  evaluation  ol  class  xvork 
Till'  students  realised  that  Im'Ioic 
they  could  discuss  advertising  intelli- 
Hi'iitly,  thi-y  ni'eiled  hackt'roiind  in 
lormation.  They  decided  that  thr-ii 
texts  xxi're  an  excelli'iit  source  lor  this, 
iIioukIi  some  students  also  userl  sn|) 
plementary  material. 

The  students  ordererl  a  film  en 
litli'tl  “Do  Von  IfeloiiK  in  .Advi'rtis 
inn?”  xxhich  I'lnphasi/.i'd  the  purpoM- 
ol  adx’erlisint'.  .An  advertisinu  spi'cial 
ist  from  a  liK-al  firm  xvas  invited  to 
s|)r*ak  to  the  class,  the  students  mak- 
inti  all  arrangements.  Bookli-ts  xx'i'ir* 
made  outlining  and  analyzing  dilli'r 
rmt  merlin  of  arlx'ertising 


One  group  ol  students  taped  radio 
and  television  commi'rcials  that  thi'x 
considi'ii'd  goorl  or  |)oor  and  those 
that  emphasized  various  ap|)r'als  to 
the  public.  This  latti'i  tcchnirpii'  xvas 
one  of  the  highlights  ol  the  unit. 

Thi'  students  were  givi'ii  an  excel 
lent  opportunity  to  deinonstratr'  xxhat 
they  had  learnr  (I,  xvhen  they  xxi'ie 
asked  lo  plan  an  advcrtisiiu;  cam 
paign  lor  a  n<-wly  organi/cd  club  in 
the  school.  This  project  xvas  the  cli 
max  of  the  unit. 

At  fill'  end  ol  tin*  unit,  tin*  students’ 
comments  on  this  method  ol  h'arning 
reveah'd  that  tlu*y  had  an  intr-rest  in 
what  they  xxere  stiidxing.  It  also  put  a 
dillerent  light  on  the  problems  in 
course  planning  .md  made  the  class 
more  social  minded. 

Stiidr-nt  participation  in  such 
study  is  tpiite  olten  misunderstood 
Somi'  |M'o|)le.  iM-lieving  that  eo  oiH'ia 
tiv«‘  procr'dme  includes  student  selei 
tion  ol  xvhat  is  to  Ik-  studied,  disap 
proxe  ol  it  on  the  grounds  that  stu 
dents  are  not  (pialilied  to  make  such 
decisions.  On  the  contrarx.  tlu'ie  is 
much  room  lor  pupils  to  pl.in  studies 
r'Xeii  though  tlmy  may  he  operating 
xxithin  a  fixed  limit  of  study  courses 

Student-su|Mrx  isi'd  planning  is  .i 
special  ap|)lication  ol  the  procr-ss 
ol  co-operatix'e  planning.  Itesearc  h 
studir's  haxe  shoxvii  that  students  lelt 
that  thi'X  n'ceixed  gri'ater  social  .md 
emotional  value  Irom  student-centered 
groups  than  thex  xxoiild  haxe  Irom  an 
instructor-centered  grou|). 

Responsibility  Is  Result 

In  the  student-su|M'rx  ised  |)l.m,  stu 
d«*nts  CO operatixeix  plan  their  h-arn 
ing  goals,  find  means  of  reaching  theii 
goals,  pool  their  findings,  and  tlu'n 
haxe  their  results  i-valuati'd.  Thex 
learn  sell-r'ontrol  xvhen  thex’  take  re 
soonsihility  for  their  oxvn  thinking 
planning,  and  lii'havior.  Tfu*  studkw 
mentioned,  and  my  personal  experi¬ 
ence,  illustrate  the  value  of  such  a 
teehnirpie  in  consumer  education. 

HI'SINF.SS  F.DlK;AriD\  \Vt)|fl,|) 
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SiCTION  3 


KEADY-TO-USE  TEST 


• . ‘S  2  Budgeting 

INEZ  RAY  WELLS,  Ohio  State  U  .  Columbus,  Ohio 


SICTION  1 

riiili  st.iti'iiifiit,  then  finle  llw  word  I'ruv  ur  /■«/«■ 

1.  Wise  iiioiK-y  inaiiugciiiciit  iiicliules  iiivesli>{at- 

iii);  and  iiiakinj;  (((inparisoiis  In-foru  Inlying,  irui’  KaKe 

2.  W  ise  money  inanai'enient  indndes  avoiding 

wasle  nJ  ('imkIs  as  well  as  money.  7  rm'  r'alsi- 

J  A  mental  l)nd|{et  will  ser\e  as  well  as  a  writ¬ 
ten  budget  in  wise  money  management.  'Iriie  /'n/ve 

i  A  budget  is  ol  little  value  il  a  record  ol  income 

and  exiM-nditnres  is  not  k<‘pt.  7'rne  False 

a  .A  family  wlio.se  income  varies  from  montb  to 
montb  slioidd  not  attempt  to  plan  a  bndg)‘t, 
iM-caiise  tliey  will  not  know  wfiat  money  will 
Ik*  available  lor  saving  an<l  strending.  'I'rne  /'///.se 

<1  W'ben  setting  up  a  budget,  one  slionld  plan  lor 
savings  iM'lon*  planning  lor  s|H-nding  to  meet 
lixr’d  e\|M'ns**s.  'line  /•'n/sr- 

7.  W'lien  setting  np  a  bndgi-t,  one  slionld  plan  lor 
savings  before  planning  lor  s|K'nding  lor  lux¬ 
ury  it«*nis.  I  rue  Falsi* 

X  Ibidgcting  and  reiord  keeping  mean  the  same.  I'rne  hatse 

A  budget  may  be  based  on  any  interval  ol  time, 

Micb  as  a  week,  a  montb,  or  a  year.  True  False 

Kt.  A  budget  slionld  be  rex  iscd  when  wages  are  in¬ 
creased  or  decreased.  i'rne  l•'.dse 

11.  .\s  till-  laniily  ineonie  incteas<*s,  ImiIIi  tlic 
.mionnt  spent  lor  IikmI  and  tin*  percentage  ol 

income  spent  lor  looil  will  orobably  increase.  'I'rne  Tiilse 

12.  .Mter  a  workable  budget  lias  lM‘en  planned  and 

agreed  on  bv  tlie  family,  no  member  of  the 
family  slionld  spend  .m  anioimt  in  excess  of  tin 
allowanee  made  lor  a  ji.irtii  iilar  item.  'I'rne  i'olse 

Id.  W'lien  nianning  a  budget,  tlie  person  making 
the  budget  slionld  include  tlie  anioimt  to  Ik* 
spent  lor  medic  .il  and  dental  bills  in  the 
amount  allowed  lor  saxings.  'I  me  Tahe 

II  It  is  easier  to  nl.iii  a  workable  budget  il  a 
record  of  exi)enciitnr(*s  lor  tin*  pii-cedmg  w«*eks 
or  montlis  lias  been  kept.  7  rm  Falsr 


SECTION  2 

.Ml  blit  one  ol  tlie  lolloxxiii'z  terms  are  explained  bx  St.ile- 
meiits  1.')  to  2b  W  rite  , liter  e.icb  statement  tlie  letter  indicating 
till*  term  it  explains. 

(A)  Harter.  (M)  budget.  ((,)  F,xiM*nditiir<*s.  (I))  Fai  e 
Value.  ( F, )  (iross  ineonie.  (I*'!  Irrc'giilar  exp<*ns<*s 
((>)  .Mediimi  ol  exebange.  (II)  Minting.  (I)  .Money. 

(I)  Net  income*.  (K)  becc-ipis.  (1.)  bc*cords.  (M)  beg- 
iil.ir  i*xtM'nses.  ( N )  Salary  or  xx,igi-s  (())  .Savings  oi 
reserxc*.  (b)  .Standard  budget. 

I.*).  .\  systenialie  pl.m  lor  saxing  and  using  monc-y  li 

lb.  Money  received  at  regiil.ir  intervals  in  return  lor  work  .V 

17.  \lon<*y  paid  out  (' 

IS.  .Mon<*y  or  gcMals  r(*c l  ived  K 

lb.  'I'be  common  medium  ol  excb.inge  / 

2(1  Money  as  il  is  used  to  aid  in  buying  and  vlling  giMids 
and  serxicc,*s 

21  Slims  of  nionex  set  .iside  (or  liitnie  use  (t 

22.  'I'be  procc*ss  ol  making  niet.d  money  (ciiins)  II 

2'V  'llie  xalne  pl.ic  ed  on  ,1  piece*  ol  monex  by  ibe  govern¬ 
ment  l> 

21,  Detailed  aceoimts  ol  monc-y  rc-ceixc-d,  savc-d,  and  .s|K-nt  L 

25.  F,x|H*nsc-s  that  arc*  tbc*  same*  c*.ic-b  montb  of  tbc*  yc*ar  M 

2b.  I''x|M*nsi*s  that  arc*  not  tbc;  same*  c*acb  montb  of  tin*  year  T 

27.  'I'be*  prcK'css  of  excb.mgiiig  gcKKls  for  gcKMls  A 

28.  'I'be*  amount  ol  income*  r<*maining  after  witbbcilcling  taxes 

and  otber  de*diKtions  bavi*  lK*c  n  taki*n  out  7 

2b.  A  plan  often  distribntccl  by  banks  f»r  insnranec*  corii- 
panie*s  that  siiggc*sts  in  a  general  way  what  propeertion  ol 
income*  shoiilcl  Fk*  spent  lor  fcKid,  clothing,  nnusirig,  etc.  /' 


In  eacb  ol  the  sentences  Ik'Iow,  one  or  moie  woicls  ,»ie  iK*c-clecl 
to  make?  the?  statement  eoiiiplt*te.  Write  the  necessary  word  oi 
words  at  the  right  of  each  sc'iitence. 


■50.  A  de*linite  plan  for  tin*  use*  of  mone*y  Is 

callc'd  a(n) - 

51.  Mone*y  ri*ce*ixe*cl  from  .sonrci*s  suc  h  as 
wages,  salaric*s,  allowances,  .end  com¬ 
missions  is  calle*d - 

52  riie  chHc*rence  lK*twee*n  inonc-y  re*c*eixe*d 

and  money  s|K'nt  is  c.illed  the* - 

5-5  All  imitation  of  gc*niiine  mone-y  is  c  .died 
-  money. 

■5-4  .\n  order  hy  one*  |)ost  ollice  directing  un- 
otbe-r  |Mist  ollicc  to  nay  a  sum  ol  money 

to  a  person  is  callecl  a(n) - 

5.5.  because*  pc-oplc*  i*xpre*ss  the-  value*  ol 
other  articlc*s  in  tc*rnis  ol  money,  money 

is  said  to  he  a  - ol  value*. 

lb.  'I'bings  rec|inrecl  by  a  laniily  lor  living 
are*  callc*e!-»-^: - . 

17.  'I'hings  desired  loi  person. il  s.itislaction 
that  are*  not  essential  lor  living  are* 
called - 

$8. 'I'be*  charge*  ni.icic  by  tin-  iMist  ollice*, 
bank,  or  olhc*r  com|>.my  lor  the  issuance* 

of  money  oiclers  is  c-alle*cl  a(n) - . 

5b.  .\  IwMik  in  which  money  rece-ived  and 
paid  out  is  recorded  is  callc*d  a(n) 
-  InKik. 


hutiuel 

lueiuue 
htildut  e 
I  nuulerlell 

fiiisttil  tiuitii'U  order 

shtudurd 
n»'c  e'.v.xi/le*.x 

/ce  I  uiles 

hr 

tosh 


SECTION  4 

lo  the  right  ol  e.icb  ol  the  lollowing  st.ilements,  write  the 

Ic-tter  ol  the  phrase  that  best  completes  tin*  statement. 

lb  A  person  or  laniily  slionld  b.ixe  a  linancial  pl.m  or  biiclgi*t 
iM-caiise  ill)  larger  amounts  ol  monc-y  can  tbc-ri  In-  savc-d, 
lb)  more-  s.itisl.ic  lion  can  be-  g.iinc-cl  Iroiii  the*  money 
that  is  nsc-cl  or  s.ixc-d;  (c)  a  biidgc-t  is  a  part  ol  the 
records  nc-c-cic-cl  to  rn.ikc-  out  ineonie*  t.ix  re-|Miits.  h 

11.  ,\t  till*  e-nci  ol  till-  iiiontb,  wbc-n  yon  cbc-ck  yoiii  l.imily's 

record  of  moni-y  siK-nt  against  tin-  budget  allowance-s, 
von  discoxi-r  that  li-ss  was  spent  loi  clothing  than  bad 
lieen  allowi-cl  tor  tli.it  iti-ni.  Voiir  l.iniily  slionld  (u)  buy 
sonici  additional  clothing,  (h)  readjust  tin-  budget,  iif- 
lowing  less  lor  i  lotbing  and  more*  lor  sax  ings;  (e)  kc-c-p 
tbc-  moiii-y  for  pnrebase-  ol  c  lotbing  in  the  liitnre.  c 

12.  F.acb  montb  lor  si-ve-ral  montlis  tin*  anioimt  ol  moni-y 

s|M-nt  by  your  laniily  lor  IimmI  has  In-e-ii  b-ss  than  tln- 
binlgc-t  .illow-ance-  lor  IchkI.  Yon  slionld  ( cj )  buy  additional 
fcKHl,  (h)  readjust  tin-  budget,  allowing  b-ss  lor  IcnicI 
and  more  for  saxings,  (c)  keeji  lln-  moin-y  lor  pnii  base 
of  IcmmI  sometime-  in  the  intnre-  h 

15  'I'be*  nrc-minnis  ( |iaymc-nts )  on  xonr  insiiianc  e-  jhiIic-ic-s  .ire 
due*  tour  tinn-s  a  ye-,ir.  Y'oiir  biniget  b.is  lic-c-n  dr.iwn  up  on 
.1  nioritbly  basis.  In  order  to  Ik-  ,ible  to  ii.iy  tin-  insuranc  e 
prc-niinnis  when  tln-v  arc-  dm-,  yon  sboiilcl  (ti)  allow  e-.ic  b 
montb  a  [i.irt  oi  tin-  total  amount  in-e-cb-el,  (h)  allow 
notbing  lor  tin-  montlis  in  wbicli  tin-  prc-niimns  do  not 
liaxc’  to  be*  p.iid  and  tin*  tot.il  anioimt  in  tbc-  montlis  m 
wbicli  tln-y  bill,  (c)  omit  insiirancc-  Irom  tin-  biidgc-t.  » 

II  If  >1)11  slionld  clisciivi-r  tb.it  yon  jmissi-ss  eoiinterlc-it 
monc-y,  yon  sbonbi  (u)  rc-jMirt  that  ycni  baxe  it,  (h)  kc-i-p 
It  as  a  soiixc-nir,  ( c )  ji.iss  it  along  to  soiin-oni-  c-lse-.  » 

15  'I'brilt  is  (iJl  s.ixing  a  cb-linitc-  .nnoimt  ol  monc-y  c-ac  b 
wc-ek  or  c-.icli  montb,  ih)  inxestmg  s.ixmgs  win-rc-  tln-> 
will  c-arn  inic-ri-st,  (c)  using  inoin-y  .icc  circling  tci  a  jilan  < 

l(f  Yon  base-  a  SMt  bill,  so  b.nlly  torn  that  only  alMiiit  tbi<-i 
lonrtbs  ol  tbc*  bill  rc-m.ims.  II  yon  t.ikc-  it  to  yoni  bank, 
your  b. inker  will  jirobably  (u)  ti  ll  yon  to  throw  it  aw.iy. 
(h)  In-Ip  yon  get  ball  of  its  x.ibic-,  (cJ  belji  >oii  gel  its 
full  v.dni-.  c 

17  Yon  an-  m  .i  city  where-  yon  are-  not  known  'lln-  moin-y 

siibstitnli  yon  i  .in  i  ,isb  most  i-asily  is  iii)  a  jmisI.iI  moin-x 
order,  (h)  a  |M'rson.il  iln-ck,  (cl  .i  traxe-ler's  e  bee  k  > 

18  While-  yon  an  travc-lmg  some  elistanci-  Irom  bomi-,  im 

c-xiK'cte-el  e-x|ic-iisc-s  take  jir.ii  tn  .illy  .ell  yoiir  incnn-y  .  Yon 
ti-Ii-pbonc-  your  l.itbi-r  and  ask  liliii  to  si-riil  yon  vimi 
monc-y  so  tb.il  it  will  ri*ac  b  yon  as  i|iiiikly  ax  |Hisslbb 
He*  sbonbi  use  ( ii )  a  bank  moiie-y  orcb-r,  (h)  a  teb-grajib 
monc-y  ordc-r,  ( e  )  an  e*xpn*ss  nione-y  cirdi-r  h 

bl  Money  may  legally  Ik-  m.ieb-  cmly  by  (a)  tin*  govi*iiinn*nts 
of  tin;  -18  stale-s,  ( /; )  tin;  Fi*de*ral  governiin-nl,  (c)  i  cnii 
panii*s  lici-nsc*d  by  tin*  Fe*dc-ral  gove-riinn*nl.  !> 

5(1  l  ln;  n-al  value  of  jiaiK-r  money  is  (n)  tin*  anionni  |>rintc-d 
otr  the  bill,  (h)  tin;  amount  the  governineni  says  it  is 
worth;  (r)  what  it  will  buy.  < 
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STATi  SUPERVISION 
OF  DE  INSTRUCTION 

friim  fmut’  21) 

that  will  riiahic  till'  Mi|MTvis<)r  to 
iii*'»-t  l>oll(  till*  l)K  (oaflirrs,  tlir  licarl 
ot  the  InisiiK-ss  H<*parttii<‘tit  (who,  io 
this  <as<-,  is  tin-  voior-t  lass  tt*a(lnT), 
and  the  ^oidaiici'  couiiM-lor.  Th«'  prin¬ 
cipal  rctpicsts  the  sn|M-rvisor  to  meet 
with  the  tenth-  and  eleventh-year 
hoin«‘-r(M>tn  teachers  and  the  ^nidanee 
eoiinselors  at  4:(K)  p.in.  to  discuss  tlie 
o|H*ration  of  a  1)1*'.  program,  explain- 
in({  that  the  teachers  thems<-lves  have 
re«pieste<l  the  meeting'. 

DnriiiK  the  morning;,  contereiK-es 
arranged  hy  the  principal  are  held. 

In  addition,  the  sn|M‘rvisor  observes 
each  oi  the  I  )K  teaeh«'rs  dllr^n^  a  full 
class  period  oi  teaching.  Hy  this  tiine 
it  is  noon.  Ait(*r  niakin^  arran|>;einents 
to  see  the  superintendent  and  prin¬ 
cipal  later  in  tin-  «lay,  the  sii|M'rvisor 
and  tea<'her-eo-or<linator  leaves  the 
sehiH)l  for  the  downtown  hiisiness  s<*e- 
tion,  where  most  ol  the  co-operative 
students  work.  'I'hey  stop  on  the  way 
foi  liineh,  then  spend  the  next  two 
and  a  half  hours  calling  on  <-niployers. 
In  a  ninnh(‘t  ol  eases,  the  supervisor 
meets  and  talks  with  eo  (»perative  .stu¬ 
dents  who  happen  to  Im‘  working  in 
the  store,  lie  calls  on  the  l(H-al  iner- 
ehant  ehairnian  of  the  Distrihutivi' 
l‘'du<-ation  Advisorv  (amneil,  which  is 
very  active  in  its  support  of  the  hiffh 
seh(M)l  pro^ram.  After  a  “(jiiiek  <‘oke” 
with  him  at  his  department  stor«-’s  re¬ 
freshment  bar,  the  two  Dl'l’ers  hasten 
hack  to  thi*  scIkh)!  lor  nleetin^s  with 
the  superintendent  and  principal,  and 
lor  tiu'  tr*aeh«Ts'  meetin^.  whuh  lasts 
till  nearly  five  «M-l<Kk. 

'riu'ii  follows  a  drivr*  of  alMmt  df) 
mill's  to  the  next  stop,  registration  at 
the  liMal  hotel,  and  the  su|)ervisor  is 
ready  to  he  at  another  sehiHtl  earlv 
the  next  morning.  After  dinner,  .some 
time  must  Im-  s|M-nt  in  reeordiii}'  the 
facts  gathered  during  the  day  and 
dlaw^n^  up  a  roue'll  draft  of  a  re|)ort 
on  the  day’s  activities. 

'I'lie  next  day  is  similar,  with  one 
additioii-an  aihlress  Iwfore  an  i“V«*- 
iiiiiK  meeting  of  a  eharnlM-r-ol -eom- 
meree-s|>onsored  merehants*  ^roup. 

Usually  a  schedule  is  arranged 
so  that  the  supervisor  spends 
one  wfitk  in  the  field  followed 
by  a  wvek  in  the  office. 

Mail  must  Im*  answered,  re|>orts  pre¬ 
pared,  and  future  activities  in  the 
field  planned.  The  superxisor  sjamds 


his  lemaiiunK  time  writing  hiilletins 
and  the  n«-wsletter,  and  attending  to 
the  multitudi-  of  other  matters  that 
cross  his  d<;sk. 

I'oi  each  school  visited,  he  prepares 
a  carefully  written  rejiort,  which  is 
directed  to  the  child  of  tfie  Hiireau. 
fle,  in  turn,  sends  copies  of  it,  with 
a  eoveriiiK  letter,  to  the  officials  of  the 
sehiM)l  visited.  'I'his  report  summari/.es 
the  visit  of  the  supi'rvisor,  stating 
laetiially  wfiat  the  supervisor  ob¬ 
served.  .At  the  end  of  tfie  report,  the 
supervisor  usually  makes  recommenda¬ 
tions  intended  to  Im-  of  assistance  to 
the  si'liiM)!  officials  and  tfie  teaeher- 


HAV'i'l  ever  tried  a  Heeonni- 

tion  .Ni^ht  as  a  boost  lor  your 
eommunity’s  public  relations  program? 
It  worked  for  us  in  Saint  Paul,  Minne¬ 
sota. 

Harold  l.ehto  and  la-ster  ('able,  eo- 
ordinators  ol  the  Adult  Hiisiness  and 
Distrihiitive-Kdiieation  i'ro^^ram  ol  the 
Saint  Paul  Public  ScIiimiIs,  deeided  to 
set  aside  an  evening'  to  honor  the 
people  who  had  eonlrihiited  most  to 
the  city’s  adult  ediieation  pro^lam. 
Oariyin^  out  the  pio^iam  were  or^an- 
i/ed  eonunittei-s,  ol  evening-school 
students  and  instructors.  ( a-rtilieates 
of  eommendation  were  ^iven  to  79 
Saint  Paul  hiisiness  people  in  these 
three  groups: 

I.  Those  who  had  served  as  busi¬ 
ness  eonsultants  in  their  res|M‘c*tive 
liusiness  areas. 

2.  'I'hose  who  had  spent  their  time 
and  t-ner^y  in  promoting'  the  adult 
eveninn-sehool  program. 

3.  Those  who  had  taught  various 
classes  in  their  iM-eupational  si>ecialt\, 
ineludin^  teachers  who  were  recTuited 
lioni  the  business  field  as  well  as 
teaehc-rs  reeruited  from  day-school 
programs. 

'flu-  c-ertificate-s,  sij'iied  hy  .sehiMil 
officials,  wc-rc-  prc-senlc-cl  at  the-  close 
of  the  Hc-eoKiiition  Ni^ht  program  by 
(denn  K.  \'ainer,  assistant  siiperiii- 
tendc-nt  of  tlie  Saint  Paid  Public 
SehiMils.  The  pro^^ram  was  held  in  the 


co-orclinatoi  in  impiovin^  tlie  l(M-al 
sefiool  1>K  training. 

These  rc-jxirts  arc;  .sc-ldoin  of  a  c-rit- 
ical  or  nenative  nature.  They  arc- 
intended  to  contain  |K)sitive,  construc  ¬ 
tive  sii^f^estious  for  stren^theninK  the 
program.  In  the  final  analysis,  the 
res|Hinsihilit\  for  developing'  the  l)K 
pro^raln  rests  with  the  IcM-al  officials. 
The  l)K  supervisor  serves  mainly  in 
the-  capacity  of  an  ex|M-rt  counselor. 
Su|M-rvision  and  c-onstructivc-  assist- 
aiic-e,  rather  than  “sncMipervision”  or 
inspection,  are  tlie  primary  bases  on 
which  the  Hiireau’s  siijM-rvisory  service- 
in  distributive  ediieation  rests 


.Mc-chanie  Arts  lii^h  School  audi¬ 
torium,  with  the  writer  as  master  of 
eeremonic-s.  The  400  people;  in  attend¬ 
ance  included  instruetors  and  students 
of  the  erveninj'  school,  representatives 
of  the  board  of  i-ducation,  represen¬ 
tatives  of  business  (both  labor  and 
management),  and  families  and  friends 
of  participators  in  the  program. 

Dr.  (Jeorne  A.  Sc-lke,  executive  sec  ¬ 
retary  to  the  (’.overnor  of  Minnesota, 
dc-livc'red  the  main  address— Planning 
for  Tomorrow  .  Kollowinn  the  program, 
Hurd  HochIv’  (an  evening-school  stu¬ 
dent)  spoke  on  behalf  ol  the  student 
body  and  invited  the  aiidic-nee  to 
attend  an  informal  rec-eption  in  the- 
sehcMil  cafeteria. 

Saint  Paul  vocational  jM-ople  belic-ve 
that  HeeoKiiition  Ni^cht  aided  the 
puhlie-rc*lations  program  of  their  eve- 
niiif'  school.  If  your  community  has 
not  already  tried  this  idea,  you  minht 
Uive  it  earc-liil  eonsideratioii. 


Shorthand  Corner 

The-  rc-<-<-iit  HcmmIs  tfiat  ravaKc-d 
tlw-  Northrast  swept  Jofiii  Cress’s 
tyiM-writer,  manuseripts,  and  source- 
materials  down  the;  De  laware  Biver. 
As  a  result  he  was  iinahle  to  meet 
our  deadline  for  this  issue.  The 
Oetolx-r  “Shorthand  (airin-r”  will 
Im-  c-oinhinc-d  with  the-  \o\«  inlM  r 
(-011111111  in  our  next  issue. 


■  Recognition  Night” 

Saint  Paul  lionors  irit'iitis  ol  its  ovtMtinj^-sc.-liool  program 

HAROLD  M.  OSTREM.  Due  u,. 

Vcya'if/ial  ar\(J  Adijit  Fdura'ion.  Saint  Paul  (Mi(»ie>ota)  Pnhlin  S''hoi'»l-, 
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BUSINKSS  KDUCATION  WOHl.D 


THE  NEW  IS  TRADITIONAL 

(('tmtinurd  from  fmut  27) 

hut  wi-  didn’t  jnst  ()r<l«*r  typ«‘\vrit<‘rs 
as  thi-y  rniKlit  c-ornc.  Wn  (‘xainiiicd 
carefully  all  availahlc  type  styles  until 
we  finally  chose  six  different  faces. 
Klectric  typing,  we  h*«l,  is  rnal^in^; 
hnsiiK'ssmen  style  conscious.  Bv  hav¬ 
ing  a  selection  of  fact's  at  haiul,  we 
Iwlieve  we  can  impart  an  idea  of 
letter  layout  and  d(‘si^n  that  will 
hroadt'n  our  students’  knowledge. 

The  installation  of  these  electric 
machines  reflects  our  desire  to  miuKlt* 
the  hest  t)f  the  new  with  the  tradi¬ 
tional  in  hiisiness  practices.  Such  im- 
prtwements  have  kept  our  educational 
program  as  motlern  today  as  it  was 
when  it  was  first  started  in  IHofi  hy  a 
22-year-old  ac<-ountant  and  army 
colonel,  (Jeorne  Soule,  the  writer’s 
grandfather. 

School  Survived  War 

From  a  fellow  accountant’s  re«piest 
for  tutorinj^,  Cailonef  Souh'  (h'veloped 
a  flourishing  institution  of  130  stu¬ 
dents  at  the  onthreak  of  war  in  1800. 
Beturnin^  from  the  war  t(»  find  the 
school  in  physical  and  financial  ruin, 
he  ri'huilt  if  with  the  same  standards 
that  exist  to<lay. 

f)ur  current  cnrricnlum  is  tailored 
to  the  abilities  of  the  individual  stu¬ 
dent.  'I'he  student  is  graduated  as 
s«K)n  as  he  can  meet  th«'  rt'cpiirements. 
A  student  who  wishes  to  apply  him¬ 
self  >  an  finish  a  one-year  course, 
which  usually  re»|uir*'s  from  nine  to 
twelve  mouths,  in  half  the  time  at 
half  tlie  cost. 

I’he  .Sonle  (,'olleye  plact'tnenl  ser\’- 
ice  is  opi'ii  for  tla-  use  of  ^radnates 
at  all  times.  (Graduates  who  have  heen 
away  from  hiisiness  for  a  whili'  are 
always  welcome  to  take  refreshi'r 
courses,  and  have  free  run  of  the 
schiHil’s  facilities  for  the  nominal  h-e 
»f  $5  a  month. 

The  Result  of  Modernity 

Souh'  alumni  are  well  represented 
today  amon^  the  hiisiness  leailers  of 
New  Orleans.  By  keepiny  in  toiicli 
with  our  own  graduates  and  with 
other  liK-al  hiisinessmen,  we  have  iM-en 
able  to  |)repar«'  t'radiiales  who  are 
well  eipiipped  to  meet  modern  re- 
fjiiirements.  'I’he  cornhination  of  the 
most  modern  typing  instruction  in  the 
.South  and  the  oldest  schiMil  hiiildint' 
(ereett'd  in  1856,  occupied  hy  Soule 
in  1923)  lends  a  symlxilic  as  well  as 
intellectual  conviction  to  Soiih’-’s  tra¬ 
ditionally  compri'hi'iisive  curriculum. 


teaching  aids 


f  JANE  F.  WHITE  Georgia  State  College  for  Women,  Milledgeville,  Ga. 

For  office  machines  class.  I  he  (dary  Multiplier 
<  ( iorporation.  Sail  (i.ihriel,  ( !,difornia,  still  oilers  the  free  te,ichin({  aids  ih.il 

were  piihlici/cd  in  this  column  last  year.  In  addition,  they  have  ,i  new  piihli- 
-  cation,  “Mow  to  Live  Better  on  \Mi.it  You  M  ike,”  whicli  iiu  hides  a  hudnet 
and  expl.iins  how  to  keep  it. 

|•'liden  ( ailcnl.itin^  Machine  ( aimpany,  Ine.,  San  Leandro,  (  alifornia,  offers 
an  attractive  nioiip  of  teachin^  aids,  including  a  wall  chart  of  the  I’liden  I'lillx 
.\utomatic  Lali  iilatoi  (SHI),  and  other  mati'iials  available  to  teachers  iisinn 
'  Kriden  machines.  They  .ilso  have  free  supplementary  typewriting  practiee 
material. 

•Monroe  ( laic  iilatiiiK  Machine  (lompany,  Inc.,  Ldiicational  Depaitnu'iif, 
Orange,  New  jc'rsc'y,  has  iirepaied  I’ortlolio  of  ’reaching'  .\ids  and  Literature 
for  ( lommercial  Kdiicators,”  whic  h  tells  you  how  to  sc't  up  a  complete  hiisinc'ss- 
machine  course  in  your  school  or  to  expand  and  moderni/C'  your  present  one. 
It  contains  twc'iity  inserts  and  aiticles,  and  it  is  vours  for  the-  askinn. 

Business  trends.  A  1955  chart  of  hiisinc'ss  trends  and  business  progress, 
which  yivc's  a  graphic  hisloiA  of  .American  hiisiness,  and  a  hiMiklet  c-ntitled 
“flredit  Insurance':  Its  History  and  l•'nnc•tions,”  arc'  both  available'  fiei'  (in 
sinjclc'  copic's)  from  Ame'rican  (Irc'dit  Indemnitv  <  .'ompany  of  N'c'W  V’ork,  First 
National  Bank  Building,  Baltimore'  2,  Marylani).  You  won’t  Im'  disa|)pointe‘d 

Check  writing.  “(io<Ml  (Ihc'cks  and  Bad  Moni'y”  will  Iw  n.se'fnl  lor  c'ithei 
business  law  or  accounting'  classc's.  ’Ibis  booklc't  and  two  16mm.  .soimdfilms, 
■■(die'ck  and  Double'-dhe'ck”  and  "Doubtful  Dollars,”  aii'  distribiiteil  by  the 
?.  .YF/I'N’.A  (lasiialty  and  Snre-ty  (lompany  as  a  |)ublic-  sc'rvice.  Direc  t  your  rc'ijiie-st 
to  thc'ir  I’ublic-  Fdiication  Di'|)arlmcnt,  Hartford  15,  ( loiinectic  ut. 

*  Air  travel.  A  kit  that  cont.iins  txvo  units,  ",\n  .Xiipoit  Laboratory  Fxperic'ncc'” 
and  "Ma|rs  of  ’I'oclay,”  plus  picture's,  maps,  peist  c-aiels,  time'  schedule's,  aiiel 
niisc'ellane'eius  itc'ins,  has  bc'C'ii  ceimiiile'd  by  'rrans  W’eulel  .Airline's,  10  Bichards 
Beiael,  Kansas  (.’ity  6,  .Misseniri.  It  is  partie  nlarly  ele-siunc'el  feu  sc'ceinelary  scheieils. 
Write-  feu  yeiiir  Ire-e-  eeipy. 

’  Secretarial  science.  I  hre-c'  beieikle-ts,  "  rhe-  I'rivate-  Sc'c-re-tary  and  lle-r  Jeib,” 
”'rhe'  Meelical  .Se'c-re-tary,”  anel  ‘‘.Shorthand  Be-portin^  as  a  Laie-e-i,”  will  intc'rest 
si'crc'tarial  sc  ience  te-ac  he-rs.  Yon  may  eibtain  single'  co|)ie'S  of  c'ae  h  IwKikle-t  by 
writint'  to  Biissc'll  N.  (lanslc'i.  The'  School  of  ( .’omme-rcc',  Northwc'stc'rn  Uni- 
^  vc'rsity,  VN’ie-liolt  Hall,  339  Fast  Lhica^ei  Avenue',  (IhieaKet  If,  lllineiis.  I’hc'y 
V  are-  e'xce'lle-nt  for  stiiele-iits  inte-re-ste-el  in  spe-e  iali/e-el  secre-tarial  e-arc'c-rs. 


i  Career  advice.  Ihe-  .Ale-xande'r  Hamiltein  Institute',  Inc.,  Sales  De-partinc'iit, 
'  71  W’e'st  2-3  .Stiee-t,  N’e-w  Yeirk  10,  N’e-w  Yeirk,  has  an  e-xee-lle-nt  liookle-t  on 

5  achic'vinn  siie-ce-ss  in  biisinc'ss.  W'ritc'  feir  a  ceipy  e»f  "FeirKiiiK  Ahe-ad  m  Busiiic'ss 
I  ’I’eicl.iy.” 

f  Social  Security.  .A  ■13-paj<e'  beioklc't.  dealint^  with  Sen  ial  .Se-curity  m  ><e‘neral, 
I  iUiswe'rs  ejiie-stions  that  the-  ave-rane*  Amc'ricaii  ininht  ask.  Sc'iid  10  ce-nts  to  thc' 
'  Siipc'rinte'nde'nt  e»f  De>cnme'nts,  I'.S.  (am-rnme-nt  I'rinting  Offiee-,  W'ashingtein 

I  25,  D.C. 

Government  publications.  Small-biisinc'ss  aids  materials,  such  us  "loan 
;  .Seiiircc'S  in  the-  Fe-cle-ral  f ieive-rnme'iit,”  are-  typical  of  the  many  he-lpfiil  pam- 
?  phlets  suj)plie-d  by  the-  (iove-rnme-nt  Age-nc  y,  .Small  Biisine-ss  Aelministration, 
I  811  \’e-rmont  .-Ave'iiuc'  N.W.,  Washington  25,  D.d. 
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consumer  training; 

H  E  I  M  E  R  L  Colorado  State  ColleRe.  Greeley.  Colorado  ** 

Most  business  teachers  have  difficulty  KikIiuk  M 
idras  lor  liuilrliti  displays,  lii  «*diic-afing  tli<*  c-orisiim<'r,  t(*ach«TS  tan  inak(*  ~ 
leamin^  more  (iinctional  throii((h  the  use  of  r'olorfiil,  informative  imlletiii  | 
l>oards.  H<*re  are  stiveral  ideas,  wliith  seemed  to  have  attracted  attention  and  ^ 
also  liel[K'(i  to  stress  |)oitits  in  c-onsiimer  elass<?s. 

lailM'Is  of  various  kinds  always  make  an  attractive  display.  All  kinds  of  ~ 
pnahicts  can  Ik*  rcprcs<*ntcd,  or  one  particular  kind  of  prinhict  can  Ik*  used  as 
the  (heme,  (iontracts  of  K'wxl  i»*>d  p*>or  labels  can  Im*  easily  pictured.  With  “ 
snflicient  variety,  the  pupils  can  compile  a  list  of  what  a  ^(mmI  lalM-l  should  S 
contain.  V^irious  arran('cments  ar*^  imssihle  with  a  ix'^-hoard  or  even  with  i 
the  ordinary  Imlletin  larard.  Monarch  ImmmIs  provides  unused  lala'ls  of  its  g 
pnalucts.  Brand  Names,  Inc.,  also  provides  (;(M>d  hulletin-lroard  mat(*rials  for  ^ 
lalM‘1  displays.  P 

Adv«*rtisem«*nts  can  lx*  us«*d  for  hiillctin  hoards  to  contrast  the  ap|)roach  tfa-  * 
advertisr-r  us«*s  for  consumer  appr-al.  Kach  ap|M>al  can  lx*  lalxded  or  tin*  display  1 
c-an  lx*  used  as  a  "test”  for  the  h-arners.  A  caption  such  as  “What  appr'al  d<M*s  the*  ^ 
ad  use?"  or  "Why  do  yrni  stop  to  hxrk  at  these  ads?”  iniKht  lx-  used  as  a  ^ , 
teaching  device.  Since  understanding  how  to  use  advertisements  is  an  im*  § 
prrrtant  part  of  consiinuT  education,  displays  of  ads  should  lx*  used  sr*vcral 
tirrx's  during  the  year.  laxa!  arivertisinj?  can  lx*  displayed  for  contrasts  and  j 
the  cfxnparison  of  pric<*s. 

Standards/  grades,  and  seals  of  approval  usually  attract  attention  from 
a  class.  Various  testing  agencies  use  ta^s  6r  lalx-ls  of  sonx*  kind,  which  can  & 
lx*  t*oll**cted  for  display  purjxrses.  l^sually  the  aKi'ncies  will  s«*n<l  errpies  of  th<*ir  f 
seals  aioiiK  with  explanatory  materials  conceniiiiK  the  U'stiiiK  for,  and  the  t 
awarding  of,  such  s<‘als.  ('ompanies  that  rniKht  lx*  crxitacted  include  Caxxl  X 
IIous<*k«*cpin(;,  Parent’s  MaKa/.irx*,  Underw'riters  I.ahoratrrrics,  United  States  X 
'resting  (axnpany,  Anx'rican  (his  Assrx’iation,  «*tc.  Pupils  th<*mselves  can  obtain  | 
llx*s«*  mat<‘rials  aixl  tlx‘n  the  teach<*r  can  fib*  them  for  future  use.  Perhaps  the  f 
s<*als  of  approval  would  lx*  Ix’st  displayed  usiri^  i-olmed  construction  pap<*r  as  | 
a  hack^rouiKl.  Informative  inat<‘rials  could  lx*  plac-ed  near  each  seal.  ^ 

(Qualities  of  fabrics  can  well  lx*  demonstrated  or  contrasted  on  the  hull«‘tin 
Ixmrd.  AKcncies  interested  in  educating  the  public  conc<*rning  the  uses  of  their  j 
prixliicts  will  i‘o-o|x*rate  in  supplying  samples  of  the  various  materials.  The  > 
Wfx)l  Bureau,  for  example,  will  provide  swatches  of  various  kinds  of  wool  | 
fabrics.  Du  Pont  provides  materials  and  information  conc'eniing  the  many 
synthetic  fahri(*s.  The  Ootton  (axincil  provides  sampl(*s  and  information  on  ; 
<*ottons.  'Iliere  are  many  |x>ssihilities  for  displays  in  this  area.  The  hoim*  f 
economics  teachers  will  lx*  glail  to  co-ojvratr  in  |)reparing  su<  h  ilisplays,  and  £ 
one  can  get  much  help  from  tlx'm.  i 

BulUtin-board  ideas  are  endless.  Perhaps  this  brief  listing  of  some  ideas  % 
that  have  si'cmed  to  interest  young  p<*opl<*  may  help  stimulate  creative  bulletin- 
Ixiard  work.  Once  teaeIxTs  lx*gin  to  work  on  interesting  hullclin-lxiard  displays,  £ 
they  will  find  that  many  ideas  will  seem  to  materiali/e.  Keeping  a  file  of  such  1 
ideas  will  lx*  very  helpful.  r 

One  suggestion  that  may  help  will  lx*  to  lalx*l  a  file  folder  for  each  hnllctin-  ? 
Ixiaril  display  aixl  file  it  for  future  use.  Then  otlx*r  now  materials  may  lx*  ? 
added  to  this  collection  from  time  to  time  and  k«*pt  reaily  for  ust?  when  ncederl.  1 
Bulletin  Ixiards  take  much  time- more  time  than  most  teachers  have.  Perhaps  1 
having  the  materials  available,  having  pupils  help  with  the  Ixiards,  and  cluing-  I 
ing  the  displays  freipienlly  may  help  make  bulletin  Ixianis  less  work  and  yet  | 
attractive  at  the  same  time.  ^ 

. . . .  . .  -■ . < 
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MAKE  DICTATION  REAL 

{Continued  from  page  33 ) 

The  students  will  previously  have 
lx*en  taught  the  shorthand  theory. 
From  this  basic  skill,  they  should  lie 
able  both  to  construct  the  new  out¬ 
lines  for  specialized  terms  and  to 
initiate  shortcuts  for  often-repeated 
tenns.  Shortcuts,  unless  they  are  auto¬ 
matic,  are  ixjt  Ix'Ipful;  the  terms  must 
rxcur  with  such  high  frcipiency  that 
students  will  automatically  write  tlie 
shortcut  they  have  dcvi'loped.  Ste¬ 
nographers  need  ix)t  he  concerned 
with  theori'tical  accuracy.  Rapidly 
w'rittcn  outlines  following  a  uniform 
pattern  pr«*sent  no  problems. 

Businessmen,  through  their  sugges¬ 
tions  aixl  criticisms,  stress  tlx*  spelling 
deficiencies  of  studi*nts  who  are  em¬ 
ployed  as  office  workers.  If  the  aca¬ 
demic  program  d(x*s  not  provide  adc- 
ipiate  recognition  of  this  deficiency, 
then  it  must  he  given  recognition 
somewhere  in  the  business  education 
program.  Since  shorthand  transcrip 
tion  is  an  integration  of  skills,  spelling 
included,  then  perhaps  the  logical 
place  for  taking  care  of  tlx;  rx*(*d  is 
with  shorthand  transcription. 

The  ability  to  extract  thought  aixl 
project  thought  in  transcription  is  tlx* 
result  of  training  tliat  contributes  to 
general  vix-ational  urxlerstanding.  Both 
training  and  education  are  necessary 
if  the  student  is  to  he  an  efficient  of¬ 
fice  worker.  Tlx*  ability  to  cimstruct 
oulliix*s  aixl  the  ability  to  typi*  an* 
not  in  themselves  enough  to  produce 
au  efficient  worker.  Und<*rstanding 
aixl  a  broadening  of  knowledge  is 
necessary  to  tie  these  skills  into  vix-a- 
tional  competency.  The  ability  to 
haixlli*  papers  efficiently  when  mov¬ 
ing  from  one  transcription  to  aixithcr 
is  aihx*ved  through  practk'e. 

Techniipies  in  teaching  are  only 
patterns  that  must  lx*  altered,  ad¬ 
justed,  or  extended  to  fit  a  particular 
situation.  fSee  the  five  suggest(*d  rules 
on  jiage  00.)  Kach  teaclx*r  should 
decide  what  is  tlx*  best  way  to  handle 
a  situation  and  should  use  it  regard¬ 
less  of  what  someone  else  did. 

I.et  pupil  reactions  be  the  sound- 
ing-}x»ard  of  your  succ<*ss  in  fitting 
plans  ami  procedures  to  their  needs. 
If  students  react  favorably  to  mate¬ 
rial  of  the  type  used  in  this  study, 
then  branch  out  into  other  fields  of 
business  for  more  supplementary  dii*- 
tation  materials.  Y'oii  will  keep  classes 
alive,  students  growing,  and  business 
supplied  with  efficient  office  workers. 
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BUSINESS  EDUCATION  WORLD 


JO|{.|'i<(>\  i-.l) 

SMI  I  H-COKONA 

KK^  with  the 
nm«t  eHirieiii  kcyknmrd 
ever  tleHii^ned 


USE! 
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TODAY’S  SECRETARY 


Winning  Ways 


OLIVE  MARIE  COOK 

AUCfUS'I'  2!S.  Heard  radio  Irroad- 
eaKf  o(  "Voii  Ask  It  — We  answer 
It."  Thr’y  iiM-d  my  (|iiestioii,  ‘‘VV'liy?” 
and  annoiine(‘<l '  that  they  were  inail- 
me  a  $25  savings  bond!  Jnhilant, 

I  called  friends.  Met  at  dni^store. 

( lelehraterl*  ovr-r  cokes.  ( ;ost-$  I  .(Kl. 

Auk.  2(i.  Other  friends  came  hy  ol* 
fie«-  to  eoiiKratnlate  me.  Put  hite  on 
me  for  malts.  (;ost-$2.00. 

Aiik-  50.  Went  window-shopping 
with  Kay.  HoiiKht  new  sIkm-s.  S|>ent 
more  than  I  intended.'  Ihit,  as  I  told 
Kav,  the  hond  really  means  extra 
money  in  my  (Huket,  even  il  I  <l(»n’t 
c  ash  it  now.*'  (',ost-$7.0S. 

Aiik-  51.  Had  hineh  at  the  hit/  in¬ 
stead  of  at  the  driiKslorc*  eonnter." 
Kntitled  to  sphirK<‘  ones*  in  a  while, 
es|M*eially  sinec^  I  won  Ixmd.  (lost  — 

$  1 .05. 

Sepl.^  I.  Borrowed  earlare  irom 
Mother.  Pay  ehc'ck  not  due  lor  three 
whole-  days.  Took  hox  lunch  to  work. 
Sept.  2.  Ditto.  Where"  is  that  hondr* 
.Sept.  4.  .Sunday.  No  mail,  ol  course. 
Sept.  5.  Holiday  (Palxn  Day).  No 
mail. 

Sept.  0.  Hec-c’ivc-d  Ic-ttc-r  from  Itsy 
Hitsies  Company,  sponsor  of  "Von  Ask 
It,”  conKratnlatiiiK  me-.  Hec-c*ivc‘cl  pay'" 
cheek.  HoiiKht  dress  I  had  Ix-en  admir¬ 
ing.  Hc-ally  don’t  nerv/  it,  hut  it  was 
such  a  harKain,  markc-d  down  Irom 
$10.80  to  $10.08,  a  twc*nty-clollar 
drc'ss  lor  only  tc-n  dollars-and,  altc-r'* 
all,  when  I  ">>’  hond—  (!ost,  with 
sah*s  tax-$l  1 .20. 

Sept.  10.  Hc*c-eivc‘d  Ic-ttc-r  Irom'’’ 
company  priMlnciiiK  “Yon  Ask  It.”  No 
ImmicI.  'I'hc-y  wanted  me  to  siKii  a  rc‘- 
Ic-Hsc*  first.  O.K.,  hot  thc-y’ve  alrc-ady 
used"  my  hrain  child,  havc-n’t  thc*y? 
1  K><»»hled,  hnl  I  signed  the  reli-asc* 
and  mailc-cl  it.  (arst-.T  cc-nts. 

.•iept.  12.  ()rclc*rc*cl  lu-w  '*'  novel  I’ve 
Im-cii  wantiiiK  and  couldn’t  allorcl  Ik*- 
fore.  (;ost-$1.05. 

Sept.  13.  KnccMiraKecl"*  hy  k<mk1 
fortune,  sent  epu-stions  to  twe-nty-five 
other  cpii/.  proKiams.  .Stationc-ry  and 
stumps— $1.()8.” 

Sept.  14.  BoiiKlit  ente*  liKiirinc’  hn 


Mothc-r.  She*  dc-sc-rvc*s  something  from 
my  windlall.  Cost— $.5.7.5.'" 

■Sept.  17.  Dnt  ol  money  aKain.  Bor¬ 
row  c*d  $.5.(M)  from  Mother. 

Sept.  20.'"  (iot  pay  check.  .Mc*t 
cousin  on  street.  .She-  had  hc-ard  my 
“Von  Ask  It.”  f  ioiiKratnlatc-d  me*.  T<M)k 
her  to  scxla  hmntain*"  and  IxniKht 
snndac's.  Cost— .50  c*c*nts. 

Sept.  20.  Later,  (iot  home.  Fonncl 
slip  lor  reKistc‘rc‘d  mail  in  inaill>ox. 
Mother*'  hadn’t  hc*ard  dcKtrlM-ll.  C'allc*d 
taxi.  Wc*nt  to  Post  Office*  and  pickc*d 
np  rc*Kiste*rc*cl  lette*r.  It  lookc*d  tex) 
small  lor  hond.**-  5'ore  c*nvc*lo|x*  ojx*n. 
Boixl  folde*d.  ’rhc*y  arc*  making  thc*m 
small(*r  thc*sc*  days,  arc*n’t  thc*y?  'I’cxck 
taxi  hack  home*.  Clost,”''  incindiiiK 
wailiiijg  time*  and  tip  -  $1.00. 

I'olal  c*xtra  c*x|H*nclitnrc*s  AiiKiist  25- 
.Sc  ptc  nilx  r  20-‘-$.37.1  1. 

Cash  value  ol  lx)nd-$ 1 8.7.5.  (407) 


Kathy's  Alarm 

KAY  ANN  LEE 

HI*.  INCKSSAN T  BINtHNC  ol  the* 
alarm  c  lex  k  jarrc*d  Kathy  Fnlli*r  out 
ol  .1  dcc*p  slc(*p.  She*  lazily  tnrnc*cl  ove-r' 
and  hnric*d  hi*r  hc*ad  henc*ath  her  pil¬ 
low*.  rhc*n  snddc*nly  Kathy  sat  np  in 
lx*d,  hc*r  hinc*  c*yc*s  *\vidc*  opc*n.  Fully* 
awake*  now,  hc*r  first  thoiiKht  w’as  of 
hc*r  nc*w  joh  with  Kellc*r  and  Brown, 
rc*.d  (-state*  hrokers.  Her  very  first  day 
<tir'  he*r  ve*ry  first  joh.  With  this  last 
thoiiKht,  she*  jnm|X*el  out  of  hed  and 
hnirie*el  into  the*  shower,  le-aving;  the 
alarm  cloe*k'  riiiKiiiK  he*hinel  her. 

K.(thy  sat  at  her  desk  in  the  laiKe 
office.  How  liK'ky  I  am,  she*  thoiiKht. 
She*  had  he*e*n  Kri^huiteeP  from  hinh 
sch(K)l  just  a  few  we*eks  ago,  and  she 
had  a  joh  that  paid  far  more  than  she* 
had  e*xj)e*cte*d  to 

“Miss  Fedler,  please  come  in  and 
hriiiK  yonr  notelxxek  with  yon.”  Mr. 
Ke*lle*r’s  voice*  over  the  interc-om 
hroiiKht  he*r  sh.irply*  hac'k  to  reality. 
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dictation  transcript 


Kathy  hurried  into  the*  office.  She 
ope*ne*d  the  d(X)r  and  walke*d  straight 
into  a  plump*  gentleman  standing 
there. 

"Pardon  me*,  Miss  h'niler,  I’m  ter¬ 
ribly  sorry,”  the  plump  K(*ntle*man  said 
apoloKe-tically.* 

“Miss  Fnlle*r,”  internipte*d  Mr.  Kel¬ 
ler,  “allow  me  to  intrexlnce  Mr.  Bich- 
arei  Brown,  the  othe*r'®  half  of  Keller 
and  Brown.” 

Kathy  said,  “How  do  yon  do?”  and 
sat  down.  What  a  tiling  to  happen, 
she*  thoiiKht.  He*re  I’ve  fH*e*n  trying" 
all  moniing  to  please*  e*veryone*-eve*n 
the  office  Ixry- and  now  this! 

Mr.  Brown  hurried  out  of  the*  of¬ 
fice'*  and  Mr.  Keller  lx*Kan  to  dictate 
to  Kathy. 

“Miss  Fuller,”  instrncte*d  Mr.  Keller, 
“se*nd  that  out  '*  imme*diately,  and 
lx*  sure  to  ^et  it  ty|x*d  corre-ctly.  We’ve 
fx-en  trying  to  sell  this  pie*ce  of  preep- 
erty  for  two"  years.  If  Mr.  Sullivan 
wishes  to  buy  it  h.nl  enough  he’ll 
jray  our  price  for  it.” 

As  Kathy  stexx!  up  to  leave,'*  he-r 
hand  acx*iele*ntally  kiHxke-d  over  a  bot¬ 
tle*  of  ink  on  the  de*sk. 

“Oh,  no,”  moane-d  Mr.  Keller,  “all 
over'*  the  contrae-t  I’ve  lx*en  working 
on  all  rnoniing!” 

Katfiy  apologi/.(*d  to  Mr.  Kelle*r  and 
hnrrie*dly  left  the*'*  office,  le*aving  fie*r 
notelxx)k  r)n  the*  chair. 

Whe*n  she*  re-acfie-d  he*r  de*sk,  the 
office  hoy  hande-d  her  a  stack  of  mail 
to  sort.'"  As  she*  was  finishing  the 
sorting,  Mr.  Brown’s  voie-e  came  over 
the*  intercom. 

Kathy  was  jeist  starting  to  tyjx*'* 
the*  first  of  two  letters  for  Mr.  Brown 
whe*n  she  rememlx*re*d,  to  her  dismay, 
that  she  had  mit  done  tlie  le*tter  for*" 
Mr.  Keller.  And  he  had  stresseil  that 
it  lx*  sent  out  immediately.  She  rushed 
into  the  office*  and  again*'  apologized 
to  him.  \s  she  picke*d  np  her  note- 
lxx)k  aiid  started  Iwck  to  her  desk, 
she  notie*ed  that  he  was  clutching*-’ 
the  ink  Ixettle*  tightly  in  his  hand. 

Her  second  day  at  the  office  was  nn- 
eve*ntfed,  except  for  tripping  over**  a 
wastebasket. 

On  her  third  day  on  the  new  joh, 
K.itliy  lead  just  seated  herself  at  her 
de*sk,  when  she  was**  confronte*d  l>y 
three*  angry-lexiking  gentlemen,  Mr. 
Keller,  Mr.  Brown,  and  Mr.  Sullivan. 
“Mi.ss  Fuller,”  said**  Mr,  Keller, 
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•  8  Handsome  Cups 
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•  Valuable  Merit  Certificates 
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trying  to  kfep  cabii,  "did  you  ly^x- 
tills  letter?" 

"Yes,  sir,”  answered  Kathy  meekly, 
looking  at  the  letter^*  she  had  almost 
forgotten  to  transcril^e. 

"l.)o  you  know  that  you  almost  cost 
us  $10,0(X)?” 

“What  do  you*’’  mean?”  stammered 
Kathy. 

"I’ll  explain.  Miss  Fuller,”  said  Mr. 
Brown.  "When  you  typed  a  letter  for 
Mr.  Keller  the  otlwr**  day,  you  stated 
that  he  was  willing  to  sell  a  certain 
piece  of  projx'iiy  for  $.3,(X)().  Mr.** 
Keller  signed  a  contract  with  Mr.  Sul¬ 
livan.  lie  didn’t  discover  until  after 
he  had  signed  it  that  Mr.*®  Sullivan 
had  agreed  to  pay  $3,(X)0,  instead 
of  the  correct  price,  which  is  $13,- 
(XX).*' 

“Mr.  Sullivan  has  decided  not  to 
hold  .Mr.  Keller  to  his  contract  be¬ 
cause  of  your  mi.stake;  and**  it’s  a 
giHid  thing,  or  you’d  Im-  paying  us 
for  the  next  fifteen  years.” 

At  six  o’clock  on  another  Monday 
moniing,**  three  weeks  later,  the  sharp 
ringing  of  Ikt  alarm  clock  awakened 
Kathy  Fuller.  Her  first  thought  was  of 
her  new  job**  with  Adams  and  Butler. 
StiifTing  the  cI«K-k  under  her  pillow  she 
heailed  for  the  shower,  leaving  the 
clock  ringing.** 

He  first  day  on  her  s«*cond  job,  and 
Kathy  was  wondering  if  she  would 
meet  any  interesting  pc'ople  this^** 
time.  (720) 


YOUR  SCHOOL 
BUSINESS  CLUB 

SCAN  FINANCE  ITSELF  —  its  pint 
and  certificafet,  parties  and  proj- 
eett  —  by  telling  tubtcripliont  to 
TODAY'S  SECRETARY. 


TS  cotti  teackert  and  students 
$1.75  for  one  year,  $3  for  two 
years;  but  tho  regular  cost  to  others 
it  $3  and  $5.  Your  students  sell 
subscriptions  at  full  price  to  your 
graduates  now  working  in  offices. 

The  club  keeps  the  difference  be¬ 
tween  the  school  and  the  regular 
price,  or  $1.25  on  one-year  tub 
scriptiont  and  $2  on  two-year  sub- 
Kripliont. 

Write  for  a  sample  issue.  Here's 

your  chance  to  make  real  money  A 

for  your  club!  j 

Today's  Secretary 

330  West  42nd  Street,  New  York  36 
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The  Wei  War 

MARGARET  OTTLEY 

TIIFKF.  was  a  terrific  riiinpiis  at 
the  duck  |K>nd.  The  iioLse  wa.s  su 
loud  and  wild  it  could  have  waked 
the  d*-atl,  what  W'ith  pigs'  s({uealing 
and  ducks  (|uacking.  It  was  a  little 
hard  to  decide  what  had  taken  place* 
for  a  while,  esp<*cially  sincf*  I  was 
watching  from  the  kitchen  window. 

When  1  finally  got  down  to  the 
scene  of  disaster,  I  found  my  young* 
son  watching  the  struggle.  He  ran 
over  and  explained  that  the  trouble 
came  about  because  the  pigs  had  de- 
cidi'd*  to  take  a  mud  bath  at  the  edge 
of  the  pond.  And  it  was  the  very  day 
three  mother  ducks  decitletl  to  take 
their’’  young  bruials  for  ati  initial 
swimming  lesson.  The  enormous  pigs 
blocked  the  way,  and  the  little  ducks 
were  afraid  to*  go  by  them;  so  the 
mother  ducks  t(M)k  matters  into  their 
own  hands.  They  lowered  th»*ir  heads 
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like  booms  and  screamed  at  the  pigs.’ 
The  pigs  w<-re  placid  to  begin  witli- 
jii.st  grunted  and  wallowed.  But  the 
ducks  kept  flapping  around  and  hol¬ 
lering,  then*  one  duck  jumped  on  a 
pig’s  back,  and  the  pig  was  so  startled 
he  panicked  anil  ran  headlong  over 
the  other  pigs,  sending®  them  helter 
skelter  and  searing  them  half  out  of 
their  wits. 

My  son  and  1  decided  to  restore 
p<‘ace  and  ipiiet'®  to  the  farmyard. 
W'e  took  some  long  planks  and  man 
aged  to  block  off  the  shallow  end  of 
the  pond  to  leave  a  mudholc"  for  the 
pigs,  while  the  deeper  i)ortion>  pro 
vided  a  nice  pool  of  water  for  the 
ducks’  swimming  classes. 

.My  son  was'*  thrilled  with  the 
whole  affair— the  battle  over  water 
rights,  the  simple  .solution  to  |>eac*e  by 
separating  the'*  warring  factions,  anil 
the  patienct*  of  the  mother  ducks  in 
training  their  babies.  (274) 

*1  otahuhry  hmitni  to  Chattrrs 
I'oitr  uf  ShiirthuHii  Simplified 

JUNIOR  OGA  TEST 
The  Boasting  Traveler 

A  Man  was  one  day  entertaining  a 
group  of  fellims  with  an  account  ol 
the  feats  he  had  performed  when 
abroad'  on  his  travels. 

“I  was  once  at  Hhodes,”  he  said, 
"and  the  people  of  Ifhodes,  you  know, 
are  famous  for  jumping.  Well,  1  took* 
a  jump  there  that  no  other  man  could 
come  close  to.  Th.it’s  a  fact.  And,  if 
we  were  there,  I  could  bring  you  ten 
men  who  would*  prove  it.” 

"What  need  is  there  to  go  to  Bhodes 
for  witnesses?”  asked  one  ol  his  hear¬ 
ers.  “just  imagine  that  you  are  there' 
now',  and  show  ns  your  leap.” 

(Seeing  is  believing.)  (S9) 

OGA  MEMBERSHIP  TEST 
Preparation 

If  yon  want  ideas  or  inspiration  for 
a  talk,  just  tackle  somebody  who  is 
interested  in  the'  topic  you  wish  to 
talk  about.  I'lom  his  conversation, 
you  will  ijuickly  gather  many  points 
of  value  in  planning*  an  effective  pre¬ 
sentation. 

•Another  good  way  to  collect  ide.is 
is  to  review  books  and  articles*  writ 
ten  .iround  the  topic.  This  will  help 
you  get  to  the  bottom  ol  some  proh 
leni  connected  with  the  subject*  you 
will  talk  aliout.  A  student  of  public- 
speaking  usually  marshals  all  such 
ideas  and  presents  them*  to  himself 
in  orderly  fashion  in  front  of  his 
mirror. 

Your  own  reaction  to  your  own 
speech  may  foretell  the*  reaction  of 
your  audii-nce!  (1 20) 
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with  IBM! 


IBM  ELECTRIC  IS  THE  "TEACHING  TYPEWRITER"! 
With  IBM  Electrics,  your  students  learn  better 
!  typing  technique  for  greater  speed  and  accuracy 
. /  ...and  they  learn  all  this  in  far  less  time! 

Your  teaching  Job  is  easier,  too,  with  IBM 
Electrics.  You  can  omit  complicated  carriage 
drills  --  simplify  stroke  drills  --  concentrate 
on  techniques  that  make  your  students  top  typists 
on  any  typewriter  --  even  manual. 


Thousands  of  business  offices  are  switching  to 
electric  typewriters  every  year.  So  give  your 
students  the  best  training  possible  for  the  Jobs 
of  tomorrow  by  teaching  on  IBM  Electrics.  You're 
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SSIONAL  REPORT 


•  rliciKlon-  II.  C;iith‘r  lias  hcni  ap- 

(Ifaii  ol  tin-  I'liivrrsitv  ol 
l)fi»v«“r  (a)II«->'c  ol  lliisinrss  .Xdmiiiis- 
tratioii.  A  himiiIhm  of  the  hiisiiicss 
school  faculty  since  I9.‘3f,  Dean  (ait 
ler  replaces  (a-cil  Puckett,  new  vice- 
presiilent  ol  the  I'ederal  Heserve  hank 
of  Kansas  (aty. 

Since  1949  (ailler  has  Ix-en  prof«-s- 
sor  of  industrial  |)sycholo>»y  and 
inanaKenient  and  chairman  of  the 
Division  ol  Production  and  (^en<‘ial 
\lana^ement  at  Denver  I',  lie  is 
currently  president  of  the  ( 'olorado 
Psvcholo^ical  .Association. 

•  Donald  H.  Danskin  was  awai(h*d 
his  dej'ree  ol  Doctor  ol  Kdneation  at 
the  I’niversity  of  Oklahoma.  His  dis- 
si-rtation,  “Business  Kdneation  in 
( .'hnrch-Helated  laheral  .Arts  (]oI- 
lem-s,”  analyzes  the  hnsiness  educa¬ 
tion  programs  in  I5B  chnrch-relateil 
schools.  It  was  written  under  the 
direction  ol  (I«-rald  .A.  Porter,  of  the 
(iolle^e  of  Kihication. 

Currently  Danskin  is  registrar  and 
chairman  of  the  De|)artment  of  Busi¬ 
ness  Kdneation  at  Bethany-Nazarene 
Oollej'i*,  Bethany,  Oklahoma. 

•  JaiiM'S  Balph  Beed  has  r<-ceived 
his  DiH’tor  ol  Kdneation  (h-yree  from 
the  University  of  Oklahoma.  His  «lis- 
sertation,  “(arcnmstances  Snrronnd- 
inn  the  Km|)loyment  of  Be^inninu 
Office  W’oikers  in  OkI.ihoma  (aty," 
was  complet»*d  under  the  guidance  ol 
(Jerald  A.  Porter.  It  covered  employ¬ 
ment  opportunities  available  to  he- 
^innin^  workers,  h.isie  education  re- 
(piiremenls,  the  means  h\  which  em¬ 
ployees  are  selected,  the  duties  of 
he^inniiiK  workers,  the  traits  and  ahil- 
itic's  in  which  heninninn  workers  are 
deficie  nt,  and  the-  tvjies  of  office  ma¬ 
chines  and  ecpiipment  ntili/ed. 

Beed  is  cnrrentlv  .in  assist. int  pro- 
h*ssor  in  the*  I  )e|)artment  of  Busi¬ 
ness  Kdneation  at  (.’enir.d  .St.ite  (,'ol- 
h*U«-,  Kdmond,  OkI.diom.i.  He  is  an 
active  memher  ol  Delta  Pi  K|)silon. 

•  James  l.loyd  has  joinc-d  the*  hnsi¬ 
ness  education  st.df  ol  the*  I'niversity 
of  Klorida,  (Jain«‘svillc‘.  H«’  was  for¬ 
merly  at  the-  I’nive-rsity  eif  Indiana. 

•  KIre-m  Oc  heia  y  Ocheea,  eif  (Ca¬ 
racas,  \'e-ne-zne-la,  has  hee*n  name-el 
(Je-ne-ral  Snpe-rvisoi  of  .Se-c-re-tarial 


Pronr.ims  lor  the-  ceMume-rc-ial  schoeils 
eif  \'t-ne-zne-l.i.  He-  has  he-e-n  te-achinn 
sheirthand  many  ye-ars  in  Oaracas  at 
heith  the-  Institnto  de-  ( anne-rcio,  S.mteis 
\lic  he-le-na,  .md  at  San  Jose-  dc-  larlx-s. 

•  Bnsse-ll  Sickle-how e-r  h.is  e-arne-d 
the-  Kell),  from  the-  I'nive-rsity  ol 
De-nve-r.  Both  (a-cil  Pneke-tt  anel 
Philip  Pe-rele-w  we-re-  the-  major  ad 


Bi'sski.i.  SicKi.iaiow  lai 
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viseirs  em  his  elisse-rt.itiein,  “'I'he-  Status 
eif  Bnsine-ss  l-ainc-atiein  in  the-  Pnhiic 
.Se-cemdar\  .Se  he  Mils  eil  (.'oloraelei  with 
Be-ce)mme-nel.itions  lor  its  lm|)rove-- 
me-nt.” 

Deietor  Sickle-heiwe-r  has  tannht  at 
Platte-ville-  ( ainsolielate-el  lli^h  Schoeil, 
Ste-rlinn  junior  (aille-ye-,  anel  the-  Uni 
ve-rsity  of  De-nve-r,  all  in  (ailoraelo.  He- 
is  c-nrre-ntly  assistant  preife-ssor  eif  hnsi- 
ne-ss  e-elncafiein  at  Noithe-rii  Illinois 
.State-  ('e)lle-ye-,  De-kalh.  He  is  a  me-m 
he-r  eif  De-lt.i  Pi  Kpsilein,  the-  .SB'I'.A, 
I  BKA,  anel  NKA. 

•  I'ilsie-  Korm.in  has  he-e  n  promote-el 
to  assoe  iate-  prole-sseit  .it  I’nioii  <  !ol 
le-^e-,  B.irhoiirvilli-,  Ki-ntneky. 

•  Kre-el  (Jixik  has  he-c  eime-  assist - 
.lilt  profe-ssor  ol  hnsiiie-ss  e-eincation 
.it  St.mlorel  I’nive-rsity,  P.do  Alter, 
(California.  He-  was  lennie-ily  asseic  iate-el 
with  (.'eie-  (Colle-^ee-,  (,’e-el.u  Bapiels, 
leiw.i. 

•  VV'ilhni  S.  Barnh.irt  has  he-ceime- 
assistaiit  hnsine-ss  mana^e-r  eil  .Man- 
ehe-ste-r  (.'olle-ne-.  North  Manehe-ste-i , 
Ineliana.  He-  has  ri-si(ene-el  as  |)rinr  ip.il 


eil  (Je-orjee-  W’.ishinv’ton  Hinh  SeheMil, 
Indi.m.ipolis. 

•  l.indle-\  H.  De-nnis,  ontst.mdiiiK 
MHational  i-dncatie>nal  le-ade-r,  elie-d  at 
\\’ashinv'ton,  1).  ( C.,  in  Anunst.  He-  was 
74.  l-’or  se-ve-nte-e-n  ye-ais  he-  h.iel  he-e-n 
e-\e-entive-  se-ere-tar\  eil  the-  Ame-riean 
A’eicatiein.d  .Asseieiatiein. 

Krom  1912  to  1944  De-nms  se-rv<-el 
with  the-  .State-  De-partme-nt  of  Pnhlie 
Instrnction  in  Pi-nnsylvania,  he-eom- 
in^  st.ite-  direc  tor  ol  vocational  e-dnea- 
tioii  in  1924.  He-  he-ld  the-  same-  ]>eist  in 
.Mulligan  in  1944-44.  l-’rom  1924  tei 
1924  De-nnis  was  pre  side-nt  eif  the- 
.Nation.il  .Socie-tv  lor  V'oeational  Keln- 
ealion,  which  joine-el  loree-s  with  the- 
A'eieatieinal  l-alnc.ition  .Association  eif 
the-  Midwe-st  to  hum  the-  .AA'.A  in  192.4. 

,-\ssoc  i.ite-el  with  e-ve-rv  l-'e-ele-r.il  vex-a- 
tional  e-elne  ation  .le  t,  De-nnis  was  an 
ac  tive-  c  haiiman  of  W'.A’s  I .e-^islative- 
( Committe  e-  lor  many  ye-ars.  He-  re-- 
tire-el  from  his  .A\’,A  elntie-s  in  19.49 
.inel  since-  the-n  h.id  he-e-n  a  vex.itiemal 
e-elneation  ceinsnit.int ,  whe-re-  pari  eif 
his  se-rviee-  was  with  the-  I'nite-el  Slate-s 
De-partme-nt  eil  .State-. 

•  W'.  .Arthur  .Allee-  has  re-ce-ive-d  his 
Pil  l),  from  the-  State-  I'nivi-rsily  eif 
low.i,  at  Iowa  (City.  His  disse-rtation, 
“A  .Stnely  eif  the-  (Jraelnate-s  eif  the-  (Col- 
le-ye-s  eil  ( Ceimme-rce-,  State-  I'nive-rsity 
eif  low.i,  1921  1941,"  was  coniple-te-el 


W.  Ain  line  Ai.i.i-.i., 

.  tfir  f>ni(luati  s  u err  stutluul 


imele-r  the-  eliie-e  tiem  eif  Dr  William  J. 
.M.isson. 

Dr.  Alle-i-  is  now  assistant  |iro|e-ssor 
III  hnsine-^s  ecliieatifin  .it  the  I’nive-i 
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sity  of  Illinois,  Urhaita  A  m»*mfK'r 
of  NHTA,  IJBKA,  tin*  (ihicaKo  ar<*a 
BKA,  and  tin*  llliinm  V«K*atioiial  As* 
stM’iatioii,  In*  lias  Ird  tin*  offiw*  nia- 
<-liiin*s  roiiinitahlf*  at  NBTA  and  has 
writt<*n  arlk'Ins  on  tin*  snhjrct.  Mr 
taught  at  tin*  State*  Univ<*rsity  of 
Iowa  from  HM5  to  1953;  since*  tln*n. 
In*  has  he*e*n  at  the*  Unive*rsity  of 
Illinois. 

•  lle;rl>e*rt  S.  Madaiis  has  l)e*Ci»nn* 
assistant  |)rof«*ssor  of  se*<  re*tarial  train- 
inf{  ainl  hiisiin*ss  f*dii<'ation  at  t.Vn* 
(n»l|e*Ke*,  Odar  Bapiels,  Iowa,  lie*  has 
ln*e*n  actin)^  In'.nl  of  the*  se*(re*tarial- 
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science  and  hiisiness-teacher-traininji 
department  at  the  Univ«*rsity  nf 
Arkansas,  Fayett«*ville. 

•  Miss  Alta  J.  Day  has  retired  as 
assistant  professor  rtf  hiisiness  educa¬ 
tion  at  Illinois  State  N'orrniil  L'nivt*r- 
sity.  Miss  Day  had  Iteen  in  the 
education  fi**ld  for  4fi  years, 

•  B«*ss  A.  I/fwis  has  l)«*en  apprtinted 
tat-orriinatrtr  of  Business  F.diK-ation  in 
Newark,  New  Jersf*y.  She  rf*mains 
chairman  rtf  the  hiisiness  education  de¬ 
partment  at  Wf*st  Sirle  Ilia'll  School. 


GROUPS 


•  The  59th  annual  meeting  of  the 
F,astf*rn  Business  Teach<*rs  Ass(K*ia- 
tion  will  Im*  hf*ld  at  the  .Ambassador 
Hotel,  Atlantic  City,  N(*w  J(*rs<*v,  from 
March  29-31,  1956,  with  1).  1).  Ix*s- 
senl)<*rry  as  the  k(*ynote  speak<*r. 

’I’hr*  F.xecutive  Board  meets  at  the 
Ambassador  OctolM*r  21  and  22  to 
discuss  program  details  for  the  con- 
v(*ntion. 

'I'he  following  committ<*e  chairmen 
havr*  lM*en  appoint(*d;  (’o-chainnan  of 
exhibits,  Arthur  II.  Hubin;  |>rogram 
<lirf*ctor,  F.nima  .Aiidesirk;  associate 
program  dir<*ctor,  (Iladys  K.  Wortli; 
m(*mlM*rship  chairman,  Ia*Hoy  Bren- 
dr*l;  assfK'iatc  mf*ml)<*rship  chairman, 
Baymond  Br<*cker;  g«*n<*ral  chairman 
of  local  committees,  Thomas  ,A.  Sulli¬ 
van;  assistant  to  Mr.  Sullivan,  Kdward 
llippr*nstr*el.  Waltr*r  Brower  has  ac- 
c  «*pt(*d  chairmanship  of  the  committee 
to  arrangr*  thr*  Saturday  morning  pro¬ 
gram. 

•  The  Mid-VVest  Unit  of  the  Cath¬ 
olic  Business  Kducation  .Assiniation 
has  <*lectcd  Sister  Mary  Ther(*se, 
O.S.F.,  of  Aurora,  Illinois,  as  its  first 
woman  pr(*si<l(*nt.  She  is  th«*  author  of 
Eucijrlical  Dii  tation. 

Bev.  (diaries  B.  ,A/.icre,  O.S.B.,  St. 
Ben<*dkt’s  (-ollege,  Atchison,  Kansas, 
was  f*h*cted  co-chairman  and  Sister 
M.  Alexius,  O.P.,  Omah.i,  Nebraska, 
r«*-elect«*<l  treasurer.  .Sister  Helen 
Marie,  F.B.V'.M.,  W'aiikon,  Iowa,  is 
se<*retary. 

The  exe<'utive  Iroard  will  1m*  com¬ 
posed  of  Brother  James  I.iikf*.  F.S.C., 
r<‘tiring  chairman;  and  Sister  Mary 
Iminaciilata,  H.S.M.,  Mt.  Mi*rcy  Junior 
Colh*ge,  Odar  Rapids,  Iowa;  Sistf*r 
Joseph  Marie,  C.S.J.,  Marymount  Col¬ 
lege,  Salina,  Kansas;  and  BrotJier 
Jam<*s  McCaffrey,  S.M.,  C.’haminade 
College,  Clayton,  Missouri. 

•  Thf*  Catholic  Business  F-<lucation 
\ss<K*iation  featured  clinics  for  high 


scIkkiI  and  college  instructors  during 
a  threc-day  .Augii.st  coi.b  rencf*  at  tlic 
Palmer  Hous<*  in  ('hicago.  rheme  of 
thf*  workshop  was  Theology  in  Busi¬ 
ness  ami  Business  Education.”  The 
co-dirf*ctors  were  Sister  Mary  Tar- 
cisiiis,  S.S.f^.M.,  Kankakee,  Illinois, 
and  Brothf  r  Josf*p}i  Konti/er,  S.M., 
.Milwaukee. 

F’f*aturf*d  S|M*ak(*rs  for  thi*  high 
scluK)!  sessions  wi*re  Paul  .A.  Carlson, 
Wi.se-onsin  State  Teachi*rs  (;ollf*ge, 
VV'hitewatcr  f b<M)kk«*f*iiiug) ;  Lawrence 
W.  Ryan,  DePaii!  l'niv(*rsity,  (.’hicago 
/business  law d;  Mary  F..  C.Vmnelly, 
Boston  University  (officf*  jrracticf*); 
(diaries  K.  Zoiilrek,  (iregg  Division, 
Mc(iraw-Hill  Book  (lompany  (short¬ 
hand);  and  T.  James  (irawford,  Indi¬ 
ana  University  Bloomington  (type¬ 
writing)  . 

Speakers  for  the  collegi*  sessions 
wen*  Lowell  (ihapman,  Northf*ni  Illi¬ 
nois  Statf*  T<*ach(*rs  (a)ll(*g(*,  DeKalb 
(accounting);  Helen  (].  Potti'r,  Dryola 
of  (.hieago  (economics);  and  Brother 
Ia*o  \'.  Ryan,  (i.S.V.,  St.  Dmis  Uni- 
vi*rsity  /  markf*ting) . 

•  d  he  West  r<*xas  Business  Teach- 
<*rs  AssiKiation  will  eonvem*  ()ctob<*r 
21  and  22  at  the  Settl(*s  Hotel,  Big 
Spring.  Tf*xas.  'rh(*mi*  of  the  convf*n- 
tion  is,  “M(*(*ting  the  Demands  of  the 
.Mod<*rn  Busint‘ss  World.” 

Robert  K.  Slaughter,  vic(*-president 
of  till*  fJregg  Publishing  Division  of 
.McCiraw-Hill  Book  (iompany,  will 
spf*ak  at  the  op(*ning-night  bampiet. 
Other  .scheduled  speakers  include 
(h  K.  Kiser,  West  Texas  State  (!oll(*ge. 
Canyon,  Texas,  and  Ruth  1.  Andi*r- 
sou.  North  Tf*xas  Statf*  College,  Di*n- 
ton. 

•  Alpha  Alpha  (diapti*r  of  Delta  Pi 
Epsilon  cf*lf*bratf*d  its  first  anniversary 
at  Colorado  State  (aillege  of  I*3duca- 
tion  (Crf*f*ley)  by  initiating  40  new 
m(*mbers.  New  president  cf  the  chap¬ 
ter  is  Jo.sf*ph  P.  Irons,  former  vice- 
pif*sid(*nt.  Appointf*d  ni*w'  vice-presi¬ 
dent  was  Wilbur  Knil(*rud.  Ramon  P. 
Hf*imerl  is  faculty  sponsor  of  the 
(diapter. 

•  Thf*  riiird  .Annual  Northwestern 
Michigan  Busini*ss  Education  Conf(*r- 
i*ncf*  will  bf*  hi*ld  at  Fi*rris  Institute, 
Big  Rapids,  .Michigan,  on  Novi*mlMM 
5.  Fi*aturi*d  spf*akers  will  be  .Mary  E. 
('onnelly,  Boston  Univf*rsity  (office 
practice);  T,  Jami*.s  (dawford,  Indi¬ 
ana  University  (typewriting);  and 
Rogf*r  .Alli*n,  architect,  humorist,  and 
c'oliimnist  for  the  (Irarul  Rapids  Press, 
will  tell  How  to  Bf*  Happy  Though 
Fitlucatf*d. 

•  The  Ohif)  Business  Teachers  As- 
SfM-iatif)n  has  electcfl  Jfdm  C.  Frakf*s 
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(>al<’ii  StiitsMi.tii  lioM 
(Ohio)  St.itf  rnivrisity, 
\  uc-prcsi<l«‘nf ,  Dtnotlty  I 
Zaiifsv  illc,  Ohio,  was  »•! 
tarv  -trcasnror.  Mildred 
Myrtle  (Crafty,  holli  of  C'.l( 
eoiitiniie  as  iiieiuhersliip  e 
eo -chairman. 

rlu-  ailvisoiA  comieil  \s 
Mrs.  lalliaii  .\rtola,  Mrs. 
lins,  Harold  Leith,  L.oil  S 
Inez  Ma\  W’ells. 


TYPEWRITER 
TYPE  CLEANER 


Pulls  the  dirt  out 
of  typewriter  type 
rather  than  wash¬ 
ing  it  into  the 
machine. 


Like  600.000  others 

in  school  and  on  the  job,  she 
refers  to  this  handy  pocket- 
sized  book  many  times  every 
working  day.  .  .  . 


Now  in  itt  Third  Edition  ond  potting  the 
600,000  mork,  this  book  hot  become  "ttondord 
equipment"  in  business  and  business  educa¬ 
tion  Words  ore  spelled,  divided,  and  oc 
tented  Definitions  ore  omitted  It's  tost, 
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Flatten  the  putty 
by  preMing  very 
firmly 
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Preoa  it  on  all  of 
the  type.  Do  not 
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for  SECRETARIES 

TEXT  EDITION- Hutrhinson 
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•  Tilt*  Hast  flaroliii.i  cluiptfr  rtf 
llif  Knhirc  Ifiisiiicss  Lt-adt  rs  of  .Niiifi 
ica  n‘<T‘iilly  liostfd  flio  first  sl.tli-  con 
vciition  of  lilt'  Noitli  fiaroliiia 
Over  250  ptTsrtiis,  rf|)icsfiiliiii{  22 
collt  ^fs  and  ini'll  sr  liools  .ittfiirli-d 
riic  nfv\ly  ilt'ftctl  offict’is  iiic  presi 
dfiil,  DiirwrKtd  W'liili-,  %  ir f  Drcsirloiit 
Ifay  Ffiitriss,  lifasiin  i ,  I.oiiii-  i,. 
Tyiitlall.  sfcrclary,  hailiai.i  Sfiiok 
liiiiil,  rtpoilii,  fitiifv;!  I'l.iki-  .irnl 
liisforiaii,  forry  Sr  Iniltlifiss. 


•  lilt*  Kciitnr  ky  Miisiiir-ss  r.rlni  a 
lion  ,\ssrKi.ition  lias  st  lcclfrl  I'n-  fol 
lowing  list  of  offict-rs:  itrfsirlt  iil,  .Arl.ili 
Hfllc  Hall,  Lfxiiintoii,  vi<c  prosidr-nt 
.Alfx  M(  iK'iiiiif,  Ilidimond,  sccrt  l.iiy. 
Mrs.  Liicillf  I’oyiifr,  l’;tdiiciili;  and 
treasurer,  Mrs.  I''sllier  iOmyoii,  Rarrls 
town.  'Hie  Itoarrl  mernlters  are  Ver 
non  .Anderson,  Mrs.  Ktliel  IMim  k, 
A’ernon  Mnsselniiin,  Hoss  Lftwe,  Dr- 
lores  fdieek,  Marv  1'!.  Kearns,  anri 
Mrs.  James  Lli  .Arlams. 


NO  MilSY  UQUIDS  to  remove  no.l  polish, 
spot  or  spotter  clothei. 

NO  MAKMHJl  rumit  to  covse  heortochei 
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To  moke  neof  eroswres — jvst  touch  the  word 
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Then  eroie  and  there  will  be  no  smeor. 
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Fold  the  putty 
upward  to  origi¬ 
nal  pyramid  ahape 
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Heyer  Conquerors  print  liundreds 
o^t  slirirp,  clean  copies  of  anything 
typed,  written  or  drawn  in  so 
little  time,  with  so  little  effort,  at 
such  low  cost.  Sales  Letters,  Bulle¬ 
tins.  Forms,  etc.,  in  up  to  5  Colors 
at  once  simply  flow  from  these 
duplicators  They  "Always  Make  a 
Good  Impression  " 
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N'ir^iiiia,  sncoinl  vicr-  |)r«'si(l(‘iit,  J.  K. 
la-oiiard,  .Mniitnoirwry,  .Mabaina,  m*c- 
ri  tary,  Mrs.  Bess  Phillips,  V'ickshiirg. 
.Mississippi,  and  treasurer,  B.  VV. 
.Massey,  Jr.,  Biriningliain,  Alabama, 
riie  jrroiip’s  lO.'SO  mr-r-tintr  was  stlu'd- 
iiled  Inr  Cdiattaiioo){a,  'I'eniK-ssee, 
.\pril  27  .iiirl  2M. 

•  I  lie  .National  Secretaries  As.so- 
eiation  (International)  lias  announced 
the  appointinent  of  .seven  n«*w  inein- 
hers  to  the  Institute  for  fa*rtifyinn 
Serretaries.  Tlie  Institute,  which  is 
sponsored  hy  the  N.S.A,  sup<-rvis<-s  and 
develops  the  annual  (d’S  examination 
held  thron^^hoiit  tlie  Uniti-d  States. 

rlu*  IK’W  memlxTs  are  Dorothea 
(diandl<‘r,  Syracuse  IJnivr-rsity,  .New' 
York,  Kriu'stini*  Donaldson,  l<'niv«'r- 
sify  ol  Miniu'sota;  (>.  j,  Leonard, 
Panain.i  Beaver,  Inc.,  (diica^ro;  Hoh- 
ert  Denny  W.itt,  Llectro-Watt,  Inc., 
.Seattle;  j.  j.  McKeon,  SoundScrilH-r 
(.'or|Hiration,  New  Haven,  f.'onnecti- 
ciif,  laiu't  Lhainpney,  (d'S,  Hochi's- 
ti-r.  New  York;  and  Sarah  Montoya, 
(d’S,  Los  .Xnjjeh's. 

•  ( a*orne  .A.  Palmer,  iM-rsoniu-I  di¬ 
rector  of  flu*  Joseph  Horne  (amipany, 
Pittshuiyrh,  s|)oke  iH-forr*  tlie  annual 
iiieetintr  of  the  distrihutive  education 
(  lulls  of  I'ennsylvania  recently.  Over 
2fM>  students  from  fifteen  schools  at¬ 
tended  the  convention.  Awards  for 
outstandinj;'  contrihiitions  to  distriliii- 
live  education  were  |)resented  to 
l,oyal  1).  Odhner,  ol  the  Pennsylvani.i 
(.'hain  .Stores  (aiuncil,  and  John  K. 
.Means,  of  the  P(‘nnsylvania  Befailers 
.AssiHiatiou. 

•  The  Oentral  Washington  Busi¬ 
ness  Teachers  Association  has  elected 
Mrs.  Dorothy  Wchsfer  as  president 
lor  D.Y.Y -.Yf).  rhe  new  vice  president 
is  Dean  Lehm.in.  Mrs.  Both  Mealion 
is  secretary  treasurer. 

ffi  •  .A  panel  on  small  liusiness  man¬ 
agement  prolilems  was  featured  at  the 
North  .Atl.mtic  Benional  (’onfereuce 
oil  Distrihutive  Kdiication  held  in 
New  York  (afy  recently.  Wilford 
M'hite,  Office  of  Procurement  and 
lechnical  .Assistance  of  the  Sm.ill 
Business  Administration,  W'.ishiunton, 
I).  ( !.,  presented  the  n.itioual  jiictiire, 
while  Boherf  'I'.  Stoner,  director  ol 
A'ocation.il  Kdiication,  I  larrishuiy'. 
PennsN  Ivania,  covered  proyirams  from 
the  state  level.  Clener.il  program  chair¬ 
man  was  .Samuel  W.  Oaplan,  with 

I|ohu  B.  Po|)e  as  consultant. 

•  f  lic  New  Ji'isey  Business  Kdu 
cation  .Association  has  elected  the 
follow  iiiK  officers  for  lh.'>.'i-5B;  pres¬ 
ident,  \V.  ( !linton  (aimiiher.  New 

Brunswick;  sice-iiiesideiit,  Louis  (!. 
N.iu.issy,  St.ite  'I'eaclie'rs  C'olle>'c,  l*at- 


ersoii;  secretary,  .Mrs.  Lillian  Lhance, 
.Mt.  Holly;  and  treasurer,  Bicfiard 
Border,  Princeton.  The  new  executive 
hoard  rru'mhers  are  Chiy  M.  Eckler, 
.Mrs.  Florence  Adariio,  and  F'reeman 
D.  .Mc.Maniis. 

•  The  (a'litral  Section  of  the  (Cali¬ 
fornia  BPCA  has  cfiosen  the  following 
officers  for  19.5.5-56;  president,  Anne 
Pe/./uti;  vice-president.  Jack  Hill,  .sec¬ 
retary,  Mrs.  .Maxine  W'hite;  and 
treasurer,  Dwayne  Schr.imm.  The 
meeting'  also  included  a  talk  hy 
Fred  Wilhems  on  “The  (ChaiiKin^  C.’ur- 
riculiim  and  the  Place  of  Business 
Kdiication  in  the  (ieni'ral  Kdiication 
Program.” 

•  'file  (Central  (ComiiK'rcial  'feach- 
ers  As.scK'iation  met  in  Des  Moines, 
Iowa,  recently  to  elect  its  officers  for 
tfie  coinintr  year,  'fliose  elected  were: 
president,  Florence  laidwick.  Bay¬ 
less  Business  (College,  Diihiupie, 
Iowa,  vice-president,  Arthur  (C. 
B.imm,  .AKC,  Davenport,  I(Ava,  .sec¬ 
retary,  Maryt.iret  Willey,  dates  (Col¬ 
lege,  Waterloo,  Iowa;  and  treasurer, 
Mrs.  J.  W.  Hunt,  (Cedar  Bapids  (Iowa) 
Business  (Colle^e.  The  new  memlM-r  of 
the  exc'ciitive  hoard  is  Harold  Hunt, 
of  ( Cedar  Bapids. 

•  'fhe  (California  (Council  of  Busi¬ 
ness  Schools  has  chosen  the  followiiin 
officers  for  l9.5.5-.5(i;  president,  Harri¬ 
son  Meyers;  vice-president,  Philip 
D-B.  Perhani;  and  secretary-treasurer, 
Mildred  Morris. 

•  'fhe  (Catfiolic  Business  Kdiication 
Association,  .Southwest  Section  (Ne¬ 
vada,  .Arizona,  and  (California)  has  an¬ 
nounced  the  foIlow'iiiK  new  offitvrs 
for  the  cominn  year:  chairman.  Sister 
M.  (Cyril,  Mt.  St.  Mary’s  (College,  Los 
.AiikcIi's,  co-chairman.  Brother  Fran¬ 
cis,  Los  .Angeles;  secretary.  Sister 
M.  Amadeus,  Los  Anneles;  treasurer. 
Sister  .Adelda,  iMicw'iiix,  Arizona;  and 
publicity.  Brother  .Stephen,  F.  S.  (,’.. 
.S;in  Francisco. 

•  'fhe  I’acific  Northw(‘st  Biisini'ss 
(College  .'\ss(K-iation  has  re-elected  its 
present  officers  to  serve  until  19.56. 
They  are;  president.  Lee  Driscoll, 
vice-president,  (Ceor^e  (C.  Bates,  and 
secretary  -  treasurer,  Mrs.  Ada  F. 
Smith. 


S  C  H  O  O  L  S  I 

•  f  he  F.i^hth  Annual  (Career  (Com¬ 
mencement,  sponsori'd  hy  tfie  Los 
Angeles  (City  Schools  and  the  Down¬ 
town  Business  Men’s  .Ass(Kiation, 


BUSINESS  F.DUCA'I  ION  WOBLD 


NEW  REPRINT 

Now  Available 

"Modern  Planning  for  Business  Training" 
a  24-page  booklet  containing  the 
best  of  the  series  that  appeared 
in  BEW  for  the  past  two  years. 
Here,  in  one  handy  reference 
manual,  you’ll  find  ideas  and  sug¬ 
gestions  for  solving  your  own 
equipment  and  layout  problems 
— ideas  that  have  worked  in 
other  schools  and  can  work  for 
you.  Single  copy  price;  50  cents. 

Other  reprints  available: 

"Typ«writin9  Clattroom  Monaec- 
mcnt'*  (February,  March,  April,  and 
May,  1955)  and  "How  Old  Are  Your 
Typewfiren?"  (September,  1954),  by 
Alan  C.  Lloyd.  16  pages  Price:  35  cents 
*  copy.  ’  'j 

"Gencrol  Business:  Student  Protects 
that  Will  Intensify  Learnings,"  by 
Alan  C.  Lloyd;  March,  April,  |une,  and 
September,  1954.  8  pages  Price:  25 
cents  a  copy. 

"The  Use  of  Dramatics  to  Recruit 
More  Business  Majors,"  by  Helen  H. 
Green;  january,  1953.  Price:  10  cents  a 
copy. 

"Is  Teaching  a  ProfessionP"  by  ) 
Milnor  Dorey;  November,  1954.  Price 
10  cents  a  copy. 

"Mimeograph  Duplication — A  Scale 
for  Rating  Performance,"  by  Abrahan 
Kroll;  |une,  1953.  Price:  10  cents  a  copy. 


No.  of  Copies 


Nome  ot  RoprOit 


Name 

Schooi 

Address 

City 


Reprint  Department 

Business  Education  World 
330  West  42  Street 
New  York  36,  New  York 

I  am  enclosing  S  in  (cash, 

check,  money  order)  for  which  please 
send  me  the  following  reprints: 


State 


wa.s  lifid  at  (lie  llilliiioir  lloltl  in 
.Slay,  rlif  l«‘a(iir«-  of  tin-  day  s  pro¬ 
gram  was  a  fasliioii  v.irit  U  show  cov- 
♦•riiig  ’‘from  comim-iicr'iiiriit  to  la- 
rr-cr.  ’  (a>mmciit.ir>  was  liy  .Slarjoiir 
l,fii/,  Wf.storii  Kditor  of  C'liiinii 
maga/.inc. 

OfluT  spr-aki-rs  iiKliidcd  firiitr  \. 
Kiiidlry,  assoc'iati*  siipt-i intnidciil,  l.os 
.\iigilfs,  and  cntrrtaincr  H«‘<l  Ski  llon. 
Kxfcntivr*  committoi'  cliairm.in  of  tin* 
r'vcnt  was  (a'orgi-  .SI.  D.iS'all. 

•  Oranston’s  ( lommt'icial  Stliool, 
liatti(‘sl)mg,  Mississippi,  li.is  lircn 
pnrcliasi-rl  by  Mr.  .md  Sirs.  .\.  l*rrs- 
ton  Falwarrls,  liotli  prosr'iitly  on  (lit- 
stall  of  l^■rk^nston  jniiioi  (aillcgr. 

.\  mrinlx-r  of  lli«  National,  the 
Sontlicrn,  and  tin-  Sfississippi  IU''.\s, 
Fdwards  li.is  tanglit  linsincss  rdnca 
tion  snliji'cts  at  l‘(-ikmston  and  Mis- 
sissi|)pi  St.iti-  ( aillrgf,  and  for  I  I 
yr-ars  was  .i  ti'.iiliing  icpri  si  nt.itiM' 
for  tin-  (iit'gg  I’niilisliing  ( !om|).  ny, 
now  (nigg  Division  of  tin-  .Slcfn  ia 
iiill  liook  (!om|).m\.  .Sirs.  Fdu.i.ds, 
.1  nu-mIxM  of  till*  Mississippi  IU''.S, 
li.is  t.inglit  comiiH-ri'i.d  sniijrcts  at 
I'l'rkinston  and  Dnr.int  jnnior  colli'gi  s. 

•  Hfta  kappa  (di.iptr-r.  Fast  ( !aro 

lina  (!ollfgo,  ( nionvillr,  Noitli  (,’.no- 
lina,  won  tlio  national  Pi  Oiin-g.i  l‘i 
award  lor  lb.')  lii  t.i  k.ipp.i 

scori'd  a  total  of  III..’)  |)oints,  linisli- 
ing  alii'ad  of  Alpha  Pi,  I  )iii|ni‘snr 
Lhiivi-rsity,  Pittslnirgli  (lUi)  and 
(lamina  Kpsilon,  I'liivcrsitv  of  .Noitli 
Dakota,  (hand  i'orks  Mid). 

lTi«‘  awards  ssstiMii  is  h.isod  on 
projects  ( loe.il,  state,  and  n.itional), 
|)nl>lieations,  .md  rejiorts  lo  N.ition.il 
(ainiu  il  memhers.  L.ist  year’s  winnei, 
(iamm.i  ,\n,  (ieoigi.i  .St.ite  (  iillege  loi 
Women,  Slllledgeville,  seised  ,is  the 
judging  eoniiniltee. 


GENERAL 


•  DeeLissilied  scenes  fioiii  .Stomie 
Fneigy  ( !ommission  pi. Hits  in  Id.dio 
and  Pittslinigli  in.ts  he  seen  jinhlic  ly 
in  a  tliirts  ■minute  movie  lelisised  liy 
the*  SS'estinglionsc-  l'',|eelri(  (anpoia- 
tion  lor  schools  .mil  service  .md  .social 
groups. 

’’.A  D.iwn’s  l',.iily  Light,"  filmi-d  in 
color  l•xec•pt  for  the  SIX.  loot.ige, 
stars  I’red  Sl.ic  Sliinay  .is  .i  nneliMii 
.seic'iitist  whose  eollc‘ge-lreshin.m  son 
is  eiintnsed  over  the  joh  th.it  he  and 
his  genc-r.ition  will  inherit  in  jintting 
.1  hariK’ss  on  .itomie  jiowei. 

PrcMhu  tion  of  the  movii'  w.cs  super¬ 
vised  hy  the*  V\’«*stinghonse  film  divi¬ 
sion.  It  was  directed  hy  led  Post 
and  was  m.ide  with  the  tec  Imieal  as- 


learning  and 

earning(^0  best  with 


•  AH  nttil  OM  |H«t 

•  Sciy  mmnM  iMisk 

•  1*  nUi  I  S'/i' 
(Mill.  biM  y  flip 

•  teld}  typwf  tut 
,  bonk)  intiNMt 

tW"l 


SCHOOL  TESTED 
fnd  Teacher  Approved 


llffi*  B  wlijl  SItb  Hrlfri  i  m  liillof'k  Jaliiro 
\AiHMi  Sf  Iwful  111  U  iiirlifHirr.  ViiftiniN 

BAiyo  alxiui  ilir  l.ilmlv  Clfn»yho|flrr:  **Allrr  rx 
uiiiiiiififz  llir  (.o|iyli*»lflf*r  wr  tiuvr  ilri  idrHl  lo 
iMin  lia.M*  trinn  Ifir  iLif*  j»«  li(»o|  rfMiiiiM. 

iMfii'if  ^»r>  ( .opyliolflfr*.  itliall  urml 

fhri  k  OH  r«*(’i'i|fl  of  ihit*  or<lrr.  i  timik  you.*’ 

ORDER  NOW  by  Moil  if  not  availabi*  from 
your  local  Btation«r. 

BANKERS  BOX  COMPANY 

Mokon  of  Rocord  Sforogo  ^eodut9$ 

7J0  S  D«orb*pn  SirMf  •  Chlcug*  5, 


Correct  faulty 
typing  habits 


use  Mohawk  "No  Peek"  Blinders 

Arc  you  conttontly  tayifig  "Keep  your  eyei  on 
the  lent  Don't  watch  the  keyboard"?  Well,  you 
can  cotily  ttop  thii  headoche  by  uting  the 
"No  Peek"  Blinders 

The  "Blinders"  ore  so  designed  thot  they  do  not 
impair  stroight  line  vision,  but  ollow  the  student 
to  read  the  tent  motcriol  However,  they  do 
prevent  the  student  from  glancing  down  ot  the 
typewriter  keyboard  The  stubborn  cose  is  now 
o  thing  of  the  post. 

Mohawk  Blinders  ore  sturdity  built  ot  non  break- 
obte  plostic  in  block  or  white  cotors  Price 
$7  00  per  Vj  doi,  (12  00  per  doi  Sold  only  in 
'/]  doi  ond  whole  doi  lots.  Send  orders  directly  to 

MOHAWK  VALLEY  SPORTS,  INC. 

LITTLE  FALLS.  N.Y. 


OCrOBKH.  195.5 


5.1 
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Make  these 
Gregg  Supplies 

“OFFICIAL” 

with  every  memher 
of  your  class 


OFFICIAL  GOEGO  SHORTHAND  NOTEBOOK 

For  tharper  clarity,  smoother  writing 
action.  Spiral  bound.  Paget  lie  flat  while 
writing  Smooth  finished  top-grade  paper, 
70  Sheets  140  Paget  Your  biggest  buy 
shorthand  classroom  supplies. 

lhiZ0n  luh  $2.2*  ffrf  doztn 
I  Of  2  Of  on;  $21  00  />rf  %ftni 
t  to  6  Ctfow  $2^t  00  fttf  Ufott 
Nft  priiwi  add  70  pat 

to  pfi4  0i  fur  ihipruirntt  fruni  Sao 
tfamutio  uf  Dailai 


Mstaiice  of  tfie  Atomic  Kiu-igy  (>om' 
mission  uiid  the  Department  of  De- 
ft'iise.  For  information  aixiut  Itooking 
or  buying,  write  Westinghou.se  film 
division,  W’estingbouse  Electric  C;or- 
poration,  401  Eilterty  Avenue,  Pitts¬ 
burgh  .‘V). 

•  Jufly  Holt,  of  W.  H.  Itay  High 
.Sch(K)l,  (’orpiis  (,'hristi,  Texas,  won 
tin-  National  Typing  contest  spon¬ 
sored  by  the  Pitman  Publishing  Oor- 
|M>ration.  She  tyjted  94  Jiet  words  a 
minute,  finishing  ahead  uf  Eleanor 
Mc.Mulh-n  of  fierkl<;y,  Michigan, 
who  had  a  net  .siH-ed  of  79  words. 

'l  ied  for  third  place  at  77  words 
w«-re  Nadine  Knudson,  St.  I'aul,  .Min¬ 
nesota,  and  Theresa  Napiwocki,  Ham¬ 
mond,  Indiana.  Internatiotial  typing 
ruh-s  called  f«)r  a  10-word  penalty  foi 
each  typing  error. 

•  rln-  Sinead  Awanl  for  Outstand¬ 
ing  Achievement  in  business  Educa¬ 
tion  was  awarded  this  year  to  197 
new  busine.ss  teachers.  The  award, 
sponsored  by  the  Smr-ad  Manufactur¬ 
ing  C.'ompany,  Hastings,  .Minnesota,  is 
in  recognition  of  superior  attainments 
among  prospective  business  teaclu-rs. 
It  eonsi.sts  of  a  professional  member¬ 
ship  in  the  United  Business  Educa¬ 
tion  AssiK'iation,  an  engraved  leather- 
c-overed  binder,  and  a  year’s  subscrip¬ 
tion  to  tin-  ilHEA  b'ortim. 


'SWEEPSTER  '  POCKET  WATCH 

Th«  popular  moderately  priced  dictation 
timer.  An  accurate,  dependable  pocket 
watch  with  large,  red  tweep-iecond  hand 
for  eaty  checking  of  IS-  and  20- second 
timing  intervals.  Shockproof  mechanism. 

Nrr.  />lui  Id  firr  itHi 

I'tiltfal  I.Juinr  I 

GREGG  LETTERHEAD  PADS 

Now  in  eight  different  colors  and  six¬ 
teen  different  designs  for  realistic  prac¬ 
tice  in  every  style  of  letter  arrangement. 

Pads  are  gummed  at  bottom  for  easy 
identification  and  grit-free  insertion.  For 
heightened  class  interest  and  realism. 

Id  w  I  n 

Idd4id  paJ,  t  iJ  taih 

V70  uf  fuuft  I  2*J  eath 

Nrt  pit$t  ptntuKf  f*Ua\0  add  Hi 
p0f  <«Fp|  fur  \h»ponfnt%  frum  San 

rramiH,o  uf  ftallai 

OFFICIAL  GREGG  SHORTHAND 
FOUNTAIN  PEN 

The  special  glide-action  fountain  pen  de¬ 
signed  by  Cregg  for  the  use  of  short¬ 
hand  writers  Sleek  black  barrel  with 
perfect  balance.  Identified  by  the  Cregg 
symbol  on  the  cap. 

S  S  4**  h  Htt 

20  Hot  tant  dtlmant  un  urdm 

fur  6  Of  muf0 

Gregg  Supplies  Department 

New  York  36.  330  W.  42nd  St. 
Chicago  30, 4655  Chase  Ave.,  Lincolnwood 
San  Francisco  4,  68  Post  St. 

Dallas  2.  SOI  Elm  St. 

- - - J 


•  A  railroad  car  r-xhibit,  ‘‘Sclirrol- 
riM>m  I’rogrcss,  U..S.A.,”  will  travel 
throughout  the  United  States  during 
iIm-  next  three  years.  The  exhibit, 
■iponsored  by  the  Henry  Ford  Museum 
and  (^reenlif-ld  Village  of  l)<‘arlM>rn, 
Michigan,  and  tin-  i-aicyclopedia 
.Americana  will  show  the  contrast  Im*- 
tw«-«-n  ninetet-nth  century  school¬ 
rooms  and  modern  elassriHims  of 
today. 

An  estimated  one  million  persons 
are  expected  to  visit  the  exhibit  r-acli 
year.  It  will  lx-  on  the  road  nine 
months  of  the  year  and  at  (ireenfield 
Village  during  the  summer.  Its  tour 
Ix-gan  last  month  at  Washington, 
I).  'I’wr-lve  cities  will  Ixr  visited 
Ix-fore  the  end  of  the  year. 


I 


•  Business  Education  i-'ilms  has  an- 
nouneed  its  catalog,  listing 

more  than  190  tith-s  of  rental  motion 
|>ietures  for  use  in  business  education, 
rlu-  films  are  classifieil  under  such 
headings  as:  aec-oimting,  banking, 
IxMikki-eping,  business  arithmetic, 
business  English,  t-onsumer  education, 
office  machines,  office  practic<-s,  retail¬ 
ing,  sivretarial  practices,  shorthand, 
and  tyiM-writing. 

Fhm-  catalogs  may  lx*  obtained  by 
writing  to  Business  Education  Films, 
Film  Outer  Building,  6-30  Ninth  Ave¬ 
nue,  New  York  36,  New  A'ork, 
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SKILL  BUILDING 

AT  ITS  BEST 

with 

DICTATION  TAPES 
for  GREGG 

SHORTHAND  SIMPLIFIED 


Ear  thrnrv  unti  refrvuher  Irnininn 

THEORY  DICTATION  TAPES 

for  Gregg  Shorthand  Manual  Simplified 

Second  Edition 

Reels  2E-1— 2E-25  $150  00  net 

DICTATION  TAPES 

for  Gregg  Shorthand  Manual  Simplified 
First  Edition 

Reels  1—25  $150  00  net 

DICTATION  TAPES 

for  Gregg  Shorthand  Simplified  lor 
Colleges,  Volume  I 

Reels  1C-25C  $150.00  net 
One-hjif  hour  of  dictation  at  three 
progressive  speed  levels  is  provided  for 
each  theory  lesson  from  Lesson  7  through 
54.  A  letter  is  dictated  first  at  the  mini¬ 
mum  speed  indicated  for  the  reel.  Then, 
it  is  dictated  at  the  intermediate  speed. 
The  third  time,  the  letter  is  dictated  at 
the  highest  rate  for  the  reel.  Speeds  range 
from  40  to  90  warn. 

f'rrr  iniranrt'ti  triiining 

SHORTHAND  SPEED  DEVELOPMENT  TAPES 

Reels  26—35  $62  50  net 

Ten  one-hour  tapes,  each  with  two  half- 
hour  selections  from  the  popular  teacher's 
source  book.  Previewed  Dictation,  by 
Zoubek  Dictated  on  the  Minute-Step 
Plan.  A  Study  Guide  is  available  pro 
viding  previews  for  letters  used  in  this 
series. 

EXPERT  DICTATION  TAPES 

Reels  36-40  $35.00  net 
Track  One  of  each  of  the  five  reels  con¬ 
tinues  the  Minute-Step  Plan.  Track  Two 
provides  sustained  dictation  in  the  fol¬ 
lowing  pattern:  Three  one-minute  takes, 
three  two-minute  takes,  three  three- 
minute  takes,  two  five-minute  takes. 
Material  taken  from  business  letters  and 
Congressional  Record. 

Gregg  Supplies  DeparfmenI 

330  West  42nd  St.,  New  York  36 
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BUSINESS  EDUCATION  WOHLD 


1 


through 

the 


canirra 


Secretary  of  Commerce  Siiuiair 
Wet'ks  rxtnniiu’.s  nt  ic  (ultlinn-nttu  liine 
krtfltoiirtl  at  (U)tntnrrrr  Dc\)artmcut 
i’xliihit  in  Washington,  I).  ('.  Holnrt 
f'.  Watstni  (left),  ('.otnntissioncr  of 
I’atrnts,  udtrfics  Weeks  test  hriden 
adding  niarhine  held  hy  l,an  renee  li 
I'aylor,  t  ie('  president,  h'riden  Calen- 
latinn  Maehirie  Company,  Ine.,  San 
Leandrt},  California.  Taylor  de.sintnd 
keyboard  to  aeeon\modate  natural 
position  of  hand. 


At  Joint  Convention  of  We.stertt 
inul  (hdifornia  liT.As  (see  rinht),  Al¬ 
bert  Fries  (left).  University  of  South¬ 
ern  California,  is  joined  at  (lre(>i> 
booth  by  SliF,:\  president  Vernon 
M us.sebnan  and  Clifford  (hninan,  of 


Co-operative  Office  Training  Class  of  lUA’i,  Farrington 
Hinh  School,  Honolulu,  llau  aii,  hosied  the  abot  e  nuests  at 
atouud  iveleominn  luncheon.  I.eft  to  ri(iht:  Harriet  \aka- 
moto,  assistant  direr  tor,  Haiiaiian  liusitu'ss  F.ducatirm  Serr- 


it  t',  Mrs.  Keakealani  ('.bar,  tear  her  r o  rudituitor,  I'arrinuton 
Hi^h,  Walton  Cordon  f>rinti))al,  Farrinuton  Hifih,  Mrs 
\ina  Ijinr-,  dirertor,  Hau  rtiiau  li  F..S.,  I)  I)  I .essetdterry, 
(University  of  Fittsburf’h,  anti  .Mrs  I .esserd/erry 


NEW  BUSINESS  EQUIPMENT 


Duplicator  Gives  Sharp  Copy 

'lit*'  tu'wrsi  BIK;  spirit  riiiplicator 
f<‘atiin‘S  aiitotiialk'  (nil  r(‘)(istra- 

linn,  an<l  a  (gravity  (liiicl  syslein  that 
«-liiiiiiiat(‘s  till*  pninp.  Its  Brnn/c  roller 
never  requires  replaeeitKMit.  I'onr- 
(losition  pressure  eoiitrol  j^ives  loiij^er 


runs  and  sliaiper  copy.  An  aiitoinatie 
el.iinp  aeeepts  and  l(M'ks  tlie  master 
instantly. 

I  Ik-  dnplieatoi  is  priee<l  at  $134.50. 
Delivery  starts  in  ()»  tol>ei.  Write  to 
Holm  I  )ii|>lieator  ( !or|>oration,  4  44  4tli 
Avenue,  N<'W  York  10. 

Writes  in  Two  Colors 

'I'Ih*  new  Hitepoint  “Duet  ”  (!ou- 
vertihle  i*en  writes  in  two  eolors  of 
ink-lilm-  or  red.  A  finder  twist  ol  tlie 
dial  wheel  changes  the  color.  It  is 
retraetahle,  relillahle,  an<l  n'|M»rt«-dly 
uses  a  iK'w  uonsmear,  uonsmud}{e, 
nontraiislerahle  ink.  Also  available  as 
a  ( ionvertihle  Beii-Beneil  (aimhination. 
It  is  pri<-ed  at  $1.05  hy  the  Hitepoint 
I'en  and  I'eneil  (Company,  St.  l,ouis 
10,  Missouri. 

Stop  that  Table  Wobble 

A  tubular  steel  table  (h'si^ned  to 
resist  the  vibration  of  typewriters  and 
business  maehines  has  been  pro<lueetl 
by  the  Ajusto  Kquipment  Company, 


'I 


214  4  Madison  .Avenue,  foledo,  Ohio. 

( amstrueted  ol  a  oue-pi<‘<<‘  tubulai 
stt'el  Irame,  the  table  eomes  in  threr* 
h<‘iKhts-20'/2 ,  2h,  and  3U  inches,  'i'he 


standard  top  measures  22  by  28 
inches,  but  other  si/.<-s  can  be  ob¬ 
tained. 

A  steel  mesh  IxHik  luilder  is  rubiwr 
mounted  to  the  ri^ht-hand  desk  le^s. 
It  measures  7  by  13  by  17  inches. 

Copying  Paper  Is  Strengthened 

A  new  copying  pa|M*r  for  the  all- 
electru-  “Seeretarv”  c-opyiiifr  machine 
has  Im'CIi  announeed  by  Minnesota 
Mining  and  .ManulaetiiriiiK  Company, 
0(KI  Kaiupiier  Stre<‘t,  St.  Haul  (i,  Min¬ 
nesota.  I'he  new  jraix-r  is  heavier  (  IS 
|Miund  .st<M-k)  than  the  company’s 
previous  copyinn  paper,  and  is  av;»il- 
able  in  ^rc-en,  yellow,  pink,  and  the 
standard  neutral  shade. 

■file  new  desk-si/ed  “Secretary” 
produces  eopi<-s  in  four  s<‘eonds  from 
transparent  or  o|)a(|ue  originals.  .No 


h(|uids,  neyrativi'S,  or  master  eopit'S 
are  involved.  It  copies  in  one  step 
direct  Irom  the  original,  regardless  ol 
liy'htiny'  conditions. 

The  new  paper  and  the  machine 
are  recommended  lor  any  dep.irtmeiit 
where  extra  copies  ol  existing'  originals 
may  be  needed. 

Movable  Files  Save  Space 

Dohn  “100”  st«-el  transler  fil«*s  ar«* 
designed  to  convert  aisle  s))ac(‘  to 
storage  areas.  .Mobile  units  on  special 
ti.icks  roll  sitleways  t<»  permit  access 
to  all  rows.  Write  to  Mobih-  Storage 
Division,  Doliu  Metal  Hnxiucts,  Inc., 
323-81  l.exiu^toii  .\v**.,  HriMtklyii  10, 
New  York. 

It  Doesn't  Lose  a  Syllable 

,\  new  DuKane  Hecordmaster,  the 
three-sp<>»-d  educational  record  player 
e<|uipp<‘tl  with  instantaneous  stop  and 
start  Discussional  Control,  has  iM-en 
announced  by  the  DuK.mi*  Corpora¬ 
tion,  St.  (lharles,  Illinois.  New  fea¬ 
tures  include  a  remote  speaker  in  the 
carrying  case  with  35  feet  ol  cor«l, 
and  cabinet  storage  space  for  .sound 
slidelilm  projectors.  Discussional  Con¬ 
trol,  o|)<-ratt‘d  by  a  simple  knob,  en¬ 
ables  a  t<‘ach<‘r  or  student  to  stop 
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and  start  rccoids  without  losing  a 
syllable  ol  sound.  The  machine  will 
play  78,  3.3'‘a,  or  4.5  rpm  recortls. 

New  Products  at  a  Glance 

•  A  desk  stabilizer  (adjustable  to 
31  inches)  that  holds  the  typewriter 
|)latlorm  firm  is  manufactured  by 
Hres-'l'o-l.iiu-  ( 'orporatioii  ol  America, 
2-330  Cotucr  .Avenue,  Los  .Angeles  04. 
It  .sells  for  $4.9.5. 

•  Tiu*  new  “Hhoiu-  .Mat<*”  holds  a 
telephom*  r»veiv«-r  and  mouthpiece  at 
head  level,  leaving  the  u.ser’s  hands 
free  lor  work.  Obtain  complete  infor¬ 
mation  from  Hioneer  Kipiipment  Sales 
Company,  2-34  Last  Colorado  Houle- 
vartl,  Ha.sadena,  (iaiilornia. 

•  .A  two-pupil  .stacking  desk  has 
just  Ikh-ii  announced  bv  the  Hruns- 
wick-HaIke-Ca)llender  (iompany,  (ihi- 
ca^o,  as  the  first  on  the  scIkm)!  mar¬ 
ket.  Designed  to  provith*  more  eco¬ 
nomical  use  of  cla.ssroom  space,  this 
new  two-pu|)il  desk  has  a  continuous 
work  surface  of  20  by  48  inches. 
.Available  in  five  heights  with  either 
natural  maple  plywcMxi  or  plastic  top. 

•  .A  film  that  bypasses  photographic 
pnx  essiii^  steps  to  pr<xluce  a  j^ositive 
ima^e  diiertly  from  a  negative  is 
pnxluced  by  O/alid,  a  division  ol 
C.etxTal  .Aniline  aixl  Film  (!or|)oration, 
Johnson  (aty.  New  York. 
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G4!Stl07UU'A.  De  luxe  adding  machine 

Live  keyboard*  with  keytouch  adjustable  to  each  operator! 


Saves  up  to  50%  hand  motion  —  and 
efFort!  \«-v«  r  hrfori*  liavc  iiiaiiy  time- 
aiiil-t-fT<ii  t-sa\  in'.'  fraliirrs  Imtii  placed  on 
an  adding  inadiine. 

I.\eiy  key  operales  the  nmlor — sn  you 

•  an  iHtH  fnrfirt  tlir  motor  liar.  No  tnore 
liai  k-and-foilli  hand  motion  fri>m  keys 
to  motor  liar. 

Keys  are  instantly  aiijustalile  to  rarh 

•  ip«Talor's  loni  li!  N<i  wonder  o|M*rators 
are  so  enthusiast i<'  about  it.  limy  do 
their  work  fast»-r  with  up  to  .)()'<•  las 


effort.  N'«-w  operating  advantages,  <piiet- 
ness.  h«‘anty! 

“I.ive”  Ke\ hoard  with  \d jii'lahh' Key- 
tou«  li  phis  d  iillHT  tim«‘-sa\ing  features 
eomhin<-d  only  on  ihi*  National  Adding 
Machine:  Aniomalii  t^lear  .'signal  .  .  . 
.'suhtra*  tiiitis  in  ri‘d  .  .  .  Aulomaln  (ireilit 
ffalan«'e  in  r«*d  .  .  .  Automalii  spa<  ••-up  of 
tajv*  when  total  print-  .  .  .  Large  Answer 
Dials  .  .  .  Kasy-tou<  h  K«  \  Ai  tion  .  .  . 
h  ull-V  isihh'  Keylmard  witli  Automatic 
(^iphi-rs  .  .  .  Kuggi'd  Duty  (lonstru*  tion. 
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A  N.itional  “D*  luna"  AridinK  Machin* 

|ia\'  (ill  it-i  II  vMlIi  lilt-  liiiii-ainl- 
1-111111  il  -.ivi I  lint iiiiii-'  -aviii;.''  a- 
>i  ail>  iniilil.  I  Ini’  liniir  a  ila>  -avi  it 
willi  itii-  HI  M  N.itiniial  will,  in  tin* 
a\i  iav  iilli'c.  ii-pav  IlK)'!  a  year 
nil  tin-  in\i-liiii-nt.  s,.,.  a  ili’innn- 
-tralinn.  Inilav.  on  yniir  nwii  wnik. 

(  all  tin-  ni  aii-'l  Nalinnal  lirani  li 
tillii  »•  nr  ilraler. 
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